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ABSTRACT

The purpose of this practicum was to develop a program audit handbook

designed to assist personnel within the Chicago public schools to assess

the operation of government funded programs in their schools, to make

certain that they are being implemented in accordance with the design as

funded and that they are in compliance with appropriate legislation

and guidelines. The handbook establishes a method wherein objective

observations, based upon those specific factors which were written into

the project being implemented, can be reviewed to ascertain the degree of

implementation and legal compliance at the local level, prior to the

conduct of an audit by the funding agency which could result in the filing

of an exception and a resultant loss of funds.
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INTRODUCTION

The responsibility for an assessment of the level of success that

educational programs attain has always been the duty of the chief

administrative officer of the school system and his administrative staff.

Regardless of how thorough the reports which are compiled and distribu`t4

to boards of education and the public have been, the introduction of

federal assistance to school districts has included as a concomitant

responsibility a strict adherence to legislation and guidelines to

justify the expenditure of funds.

The goal of this practicum has been the creation of a program audit

handbook designed to assist field administrators in their efforts to

comply with the existing regulations and at the same time to enhance their

ability to more accurately assess the quality of the program which they

have implemented. One of the premises embraced is that early identification

of problem areas and timely remediaton can significantly improve the results

of programs, i.e., programs that are implemented in fact, as well as in name,

are more likely to be successful.

The first chapter of this report sketches the period beginning in 1965

when significant federal assistance was introduced to many school districts

throughout the nation. Some of the legislation, guidelines, audit comments,

and observations are briefly reviewed.

ii



The following chapter deals with the introduction of a program

audit procedure within the Chicago public schools and some of the results

of that activity. The need for a program audit handbook is also established.

Subsequent chapters deal with the stages leading to the creation of

the final document, the Program Audit Handbook.
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CHAPTER I

THE FEDERAL GOVERNMENT'S ROLE IN EDUCATION DURING THE LAST DECADE

In 1965, school districts throughout the United States began to

'incorporate into their budgets a significant number of dollars for the

instruction of the educationally disadvantaged children, due to the enactment

of lr!gislation known as the Elementary and .S.condary Education Act of

196i. Although there had been other legislation which had provided

support to public school systems, ESEA was the first to provide an amount

which was not only significant in terms of dollars, but had the potential

for assisting educators to make significant strides in improving the quality

of instruction for those children suffering from economic and educational

deprivation. Subsequent legislation has provided additional federal

support. Included are such programs as Model Cities, funded under Title

I Demonstration and Metropylitan Development Act of 1966, Public Law

89-754; Head Start, funded under Title II of the Economic Opportunity

Act of 1964, Public Law 90-222; Neighborhood Youth Corps, funded under

Title IB of the Economic Opportunity Act of 1964. Public Law 90-222; and

ESAA, funded under.the Emergsmcy School Aid Act of 1972, Public Law

92-318. Funds for the training and/or retraining of professionals and

paraprofessionals, as well as programs in certain specialized areas

for those interested in teaching, have been provided through legislation

such as EPDA, funded under the Education Professions Development Act

of 1967, Public Law 90-35.
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The federal government began to have a substantial impact on the

budgets of local school districts during the mid 1960's. The total budget

of the Chicago public schools and the federal segment of those budgets

for the three calendar years 1964, 1966, and 1972, are summarized as

follows:

Federal Funds Federal Funds as

Total Buctget Included in Budget a % of Total Budget

(Exhibit #1) 1964 $ 297,334,091 $ 2,097,632 .7

(Exhibit #2) 1966 363,934,000 37,544,000 10.3

(Exhibit #3) 1972 825,210,000 90,828,000 11.0

Guidelines governing the operation of the various federally supported

programs were developed and circulated to participating school districts.

Often the guidelines were received after the program had been implemented.

Numerous revisions were subsequently distributed. The guidelines were

not only difficult to interpret in many cases, but it was virtually

impossible for local school administrators to keep up with all of them.

As the programs were implemented, often scant attention was paid to

adherence to the regulations. This resulted in many "audit exceptions"

being reported in subsequent years by federal auditors, often Oth an

accompanying request for the repayment of funds by the local district.

As an example, auditors for the Department of Health, Education, and Welfare

reviewed the ESEA, Title I, program which operated in the Chicago public



Sources of Funding for Chicago Public Schools

Year 1964

4

Exhibit #1

Local Funds
$2219807,305

74.6%

State Funds
$679339,514

22.6

Misc. Fends Federal Funds
$ 6,139,339 $2,097,632

2.1% .7%

Budget: $297,334,091



Sources of Funding for Chicago Public Schools

Year 1966

5

Exhibit #2

minc. Funds
$7,C37,000

Federal Funds
$37,544,000

10.32.2%

Budget: $353,9.084,000



Sources of Funding for Chicago Public Schools

Year 1972

6

Exhibit #3

Local Funds
$390,947,000

47.4%

State Funds
$255,509,000

30.9%

Federal Funds
$90,823,000

11.0%

Misc. Funds
$ 87,923,000

10.7%

Budget: $825,210,C00
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schools September 23, 1965, to August 31, 1966, and reported, in part,

as follows:

Title I of the ESEA authorizes federal support to local

public educational agencies for special programs for

educationally deprived children in attendance areas where

low-income families are concentrated. Its aim is to help

broaden and strengthen education for these children.

Federal grant funds made available to the state during

the period of our audit amounted to $61.5 million.

Approximately 531.2 million of this amount was designated

for the City of Chicago.

We have questioned the total costs incurred of approximately

$20.5 million because the programs and Projects as submitted

and approved did not meet the recuircrents of the ESEA,

Title I. In addition, we have cuestimied unreported interest

of $177,021. We have also questioned approximately $14

irgii7$20.5 million for additional reasons.1

In subsequent years, other auditors from governmental agencies have

questioned the adherence to guidelines for expenditure of funds received,

and in some cases have demanded repayment. The district is faced with

answering each of the exceptions in a manner which will justify the actions

of staff who were responsible for expending the money, or to face repayment

of the funds to the appropriate federal agency.

Adherence to guidelines is not limited to fiscal concern. The General

Accounting Office, (GAO), a federal agency which reports directly to the

U.S. Congress, included in its report of its audit of the Chicago public

schools and two other Illinois school districts for the school year 1969-70

(fiscal 1970) many references to other areas. Some examples from the
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report follow:

Contrary to OE guidelines, however, the LEAs had not established

measurable objectives and generally had not adopted specific

procedures to evaluate the success of their major Title I

activitie.

Evaluations that were made were usually based on opinion

surveys and teacher judgments. Although such evaluations are

useful, we believe that they should be supported by or used

in conjunction with objective test data. Test data was

obtained for some project activities, but it was not analyzed

by the LEAs and used to evaluate the impact of the activities.

Further, the LEAs had not prepared and submitted, as required,

annual evaluation reports on program impact to the SEA.

Consequently, the LEAs, the SEA, and other parties interested

in the Title I program were not in a position to evaluate the

LEAs' program success, or to determine whether program

approaches or funding levels should be revised.

Objectives stated in the project applications filed by the

three 1.1As were generally vague and not expressed in measurable

terms by type and degree of change expected.3

We were unable to determine whether the average rates of

improvement were indicative of success because the LEA had

not established objectives for the activity in terms of the

degree of change anticipated.4

The Chicago LEA had not restricted their programs to a limited

number of school attendance areas determined by them to be

eligible to participate, and had not concentrated Title I

services in those school attendance areas with the highest

concentration of children from low-income families, and none

of the LEAs had provided a variety of services to a limited

number of participating children.:,

Objections such as these have higl-lighted the need to see the process

of auditing related to federally funded programs as being much more than

fiscal control. Looking closely at the program design, its implementation

and the eventual evaluation to assess the degree of success, is definitely

a "program audit" responsibility.
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Another dimension introduced into the conduct of most federally

supported programs deals with community involvement. ESEA, Title T, as an

example, has had a series of criteria for establishing councils. The first

set of basic criteria, issued by USOE in the spring of 1967, called for parent

participation, but did not define the nature of this participation beyond

saying that it should be "appropriate. "6 The second set of criteria,

issued in the spring of 1968, called specifically for involvement of parents

"in the early stages of program planning and in discussions concerning the

needs of children."7 On July 2, 1968, USOE issued a separate memorandum

on parental and community involvement stating that "local advisory committees

will need to be established."8

Although much is left to the local educational agency, the need for a

diligent program audit activity within a school system has become a growing

need. The broad range of legislation, guidelines, bulletins, schedules,

and reports demands a level of sophistication never before required. The

Chicago public schools have moved to fill the void through the use of a

program audit procedure initiated and conducted by the Department of

Government Funded Programs.
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CHAPTER II

AUDITING FEDERALLY FUNDED PROGRAMS

Since July 1971, in response to a request from the Assistant

Superintendent, Department of Government Funded Programs, staff has been

conducting an ongoing internal program audit of those programs managed by

this department.

In general, the major objectives of the program audit are as follows:

To observe programs to determine if they are being
implemented in accordance with the approved contract

or grant award.

To transmit information concerning audit exceptions

to the appropriate line officer so that discrepancies

can be corrected.

To obtain input from field personnel in order that program

guidelines might be developed which are consistent with

contractual limitations and helpful to successful program

implementation.

It is important to understand that under the Chicago school system's

administrative decentralization plan, which was developed by the management

consulting firm of Booz, Allen, and Hamilton, the Department of Government

Funded Programs has no responsibility for, or authority over, actual operation

of programs. That was shifted to regular line administrators as part of

their regular administrative tasks. The decentralization plan envisioned

the central office Department of Government Funded Programs as a service unit,

performing such roles as searching for funding sources for proposals initia'cd



11

at the local school, district, or area levels; putting applications into

proper format in accordance with guidelines; preparing applications; and

furnishing the field with any technical help needed.9

Evaluation was also viewed as one of these service functions. As a

first step toward program audit, a survey of the adequacy of implementation

was built into the end-of-the-year evaluation of fiscal 1971 (school year

1970-71) Title I programs.

A 40-question interview was developed, field-tested, and reduced to

15 questions. Staff evaluators administered these questions to the

principals of 148 schools with basic reading activities, representing

three-fifths of the schools with Title I programs. The evaluators also

visited classrooms for observation of programs in operation.

The questions covered such things as grouping patterns for each

activity, the amount of teacher experience, the frequency and types of

inservice meetings, the degree and quality of parental involvement,

whether programs started on time, whether space was adequate, and whether

equipment and materials were received promptly.

The results delineated for each activity covered the weaknesses and

strengths in implementation. They were summarized in an evaluation report

showing that Title I programs indeed were checkered with implementation

breakdowns--which many principals found impossible to deal with from

their particular vantage point in the school system.

For example, audit of one $1,700,000 reading program, producing

student test scores little improved over those from regular programs,
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revealed that in 40 percent of the participating schools the program was

a month or more late in getting started. About 25 percent of the

principals reported that they had not received major equipment four to six

months after the school year started. Thirty percent said they were still

lacking special materials by that time, and some were still waiting for

parts of orders in March. But the major factor blocking full implemen-

tation, the principals said, was difficulty in obtaining staff, both

professional and paraprofessional.10

The ongoing audit covers all federally funded programs. To carry this

out, the department added only one new staff member, an audit coordinator,

whose salary is 40 percent government funded and 60 percent locally funded.

The people who make up the auditing teams under the direction of the

coordinator were on the government funded staff when the auditing idea

arose--conducting research, assisting in proposal writing, negotiating

contracts, and performing other tasks which made them already familiar

with guidelines and other aspects of federal programs. Only limited

training and preparation of auditing forms were necessary to get them started

on program monitoring, which they now do in addition to their other regular

duties.

Early in the developmental year (school year 1971-72), the audit was

divided into phases, with each phase designed to check on some particular

aspect of implementation. In the initial phase, auditors interviewed

principals to find out whether staffing was complete, materials and supplies

had been ordered and received, and pre-testing was finished.
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Phase 2 of the audit focused on whether programs were actually being

operated in accordance with program guidelines. Auditors visited every

class of every government-funded program in each school.

Audit schedules are distributed each week to government funded staff

members by the audit coordinator. Members usually visit schools in teams,

and meet beforehand to review program guidelines and audit checklists.

Principals are notified in advance before the initial visit, but not

thereafter. Visits usually last one to two hours at each school. Recently

field personnel have been added to the audit teams, but they do not

monitor programs they themselves direct.

Each auditor files a report immediately upon his return to the central

office. Discrepancies or problems are reported in writing to the assistant

superintendent for government funded programs, who notifies the field

administrators accountable for the programs involved. It is up to the field

administrators to initiate corrective action at the program level. The

auditors' role is to gather information only. They have no authority to

order changes, although local schools may call upon them for help in the

interpretation of guidelines and/or program goals and requirements.

As a result of the audit procedure, many problems experienced with

programs currently in operation are now reported in time for corrections

to be built into proposals for the next year. In the past this was often

a two-year process. Problems came to light in the central office--if at

all--in July or later when the year-end evaluation had been compiled and

distributed. But this was after proposals for the coming school year
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had already been prepared for submission to the state for approval.

In a letter directed to the Board of Education of the City of Chicago

dated June 19, 1973, the General Superiritendent of Schools, Dr. James F.

Redmond, stated that, "In general, it appears that guidelines for

most government-funded programs are better understood by personnel

responsible for implementing programs and are being more closely complied

with than in previous years. In most cases, delayed implementation of

activities occurred in new programs. It is expected that as these programs

become operational for a second year, these problems will not reoccur. The

program audit staff in the Department of Government Funded Programs operated

independently of the program staff responsible for providing technical

assistance in program development and school staff responsible for the

implementation of the program. This approach has proved to be a successful

internal procedure resulting in a decrease in the number of contract

violations."

Although the Department of Government Funded Programs, serving as the

independent internal program auditor for the school system, must retain

its role, it is anticipated that improved understanding of the need and

process of the activity by all members of the administrative force will

further improve the performance of federally funded programs within the

Chicago public schools.

Further, if this activity is worthwhile and successful, it shosild be

made available to other school districts and perhaps used for locally

funded programs as well; hence the desirability of creating a program

audit handbook.
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CHAPTER III

THE STRATEGY

A great deal had been learned since the audit program was initiated

in 1971. Improvement in program implementation has been realized. Fewer

audit exceptions have been received from funding agencies. However, it

was concluded that the development of a program audit handbook would

further reduce the number of audit exceptions and improve the conduct and

accomplishemnts of programs currently in operation which are financed with

funds from various governmental sources.

Therefore, the assistant superintendent moved to establish a committee

charged with the responsibility of drafting a document on program audit.

It was envisioned that the handbook would be of benefit not only to personnel

within the Chicago public schools, but to administrators and staff in many

other communities.

The committee was comprised of.persons from the Department of

Government Funded Programs, staff from the field units, representatives of

other governmental agencies, and parents who served on citywide advisory

councils. The Chicago public schools are divided into three administrative

areas; therefore, the necessary communication was prepared and sent to the

three area associate superintendents asking them to designate a district

superintendent, a director, and a principal to serve. (See Exhibit #4.)

The central office staff was solicited from within the department on a
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Exhibit #4

BOARD OF EDUCATION
CITY OF CHICAGO

228 NORTH LASALLE STREET

CHICAGO. ILLINOIS 60601

Ta 1411140NC 641-4141

JAMES F. REDMOND
GENERAL SUPERINTENDENT OF SCHOOLS

September 27, 1973

Dr. Curtis C. Melnick Mr. McNair Grant
Area A Associate Superintendent Area B Associate Superintendent

Dr. Angeline P. Caruso
Area C Associate Superintendent

Dear Colleagues:

The Department of Government Funded Programs is planning
to develop a handbook to assist administrators in understanding the
program audit activities. The handbook will be based on procedures
developed and implemented during the past two years in the Chicago
public schools.

Although the primary thrust will be to assist administrators
within the system, it is the intent to create a document which will be
useful to administrators in other school systems throughout the nation.

I would appreciate having representatives of your staff serve on
this committee. It would be helpful if a district superintendent, a
director, and a principal could be nominated. I feel that input from
field personnel is important in this endeavor.

I appreciate your cooperation..

7)1
Since rely,

1

er

JGM:cp n James G. 1.;
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voluntary basis, and the community person was nominated by a director

from within the department. After some preliminary contacts,

the assistant superintendent determined that the representatives from

other governmental agencies would serve on a "call" basis rather

than as permanent members because a significant commitment of

time was involved and some of the persons who had the most experience in

the audit function were not available for full participation.

The first meeting of the General Committee was held in October 1973. The

committee had a membership of 31 persons (see Exhibit #5). The Administrator

of Program Audit, Department of Government Funded Programs, was selected

to serve as co-chairman while the assistant superintendent served as

chairman. A review of the program audit activity since its inception in

1971 was presented by the staff. This was followed by a discussion of the

charge to the committee, the development of a program audit handbook, and

a review of suggestions as to how to proceed.

It was determined that each member was to review his files and send

to the secretary those items which might prove helpful in the creation of

the document. In addition, the submission of any suggestions for content

was encouraged. Because of the size of the group, a Coordinating Committee

was appointed. Further, it was decided that a sub-committee would do the

initial writing, end that the remaining members would serve as a nucleous

for the evaluation of what was produced and would assist in working with

personnel throughout the system in evaluating the draft as it was developed.

Additional sub-committees for Data Collection, Graphics, and Evaluation

were appointed. In all, five sub-committees were organized (see Exhibit



COMMITTEE
PROGRAM AUDIT HANDBOOK

Chairman
Assistant Superintendent
Government Funded Programs (1)

Co-Chairman
Administrator, Program Audit

and Proposal Review

Administrator
ESEA Title I Language
Development Programs

(2)

(3)

Administrator
ESEA Title I Program Planning (4)

Administrator
Research and Evaluation (5)

Administrator
Special Programs Development (6)

Coordinator
City Program Coordination (7)

Coordinator
Data Analysis, Research
and Evaluation (8)

Coordinator
Editorial and Communication

Services (9)

Coordinator
State Program Coordination (10)

Director, Bureau of School Systems

USOE, Depart; lent of HEW

Director
ESEA Programs, Area A

Director
ESEA Programs, Area B

Director of Comunity and
Human Relations, Area C

Director
Early Childhood Programs (11)
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Director
Special Programs (12)

District Superintendent
District 7

District Superintendent
District 21

District Superintendent
District 23

Principal
Beethoven Elementary School

Principal
Donoghue Elementary School

Principal
Webster Elementary School

Staff Assistant
Editorial and Communication

Services

Staff Assistant
Editorial and Communication

Services

(13)

(14)

Staff Assistant
Model Cities Programs (15)

Staff Assistant
Program Audit and Proposal Review (16)

Staff Assistant
Program Audit and Proposal Review (17)

Staff Assistant
Research and Evaluation (18)

Staff Assistant
Research and Evaluation (19)

Staff Assistant
Research and Evaluation (20)

Parent
ESEA Title I Advisory Council



19

SUBCOMMITTEES FOR PROGRAM AUDIT HAPDBOOK

CoordinaIialsorall

Assistant Superintendent
Government Funded Programs (1)

Administrator, Program
Audit and Proposal Review (2)

Administrator
ESEA Title I Language
Development Programs (3)

Administrator
Special Programs Development (6)

Director
Early Childhood Prcgrams (11)

Staff Assistant
Editorial and Communication

Services

Staff Assistant
Rese,:a.ch and Evaluation

Evaluation Committee

Wribit #6

Data Collection Committee

Coordinator
Data Analysis, Research
and Evaluation (8)

Staff Assistant
Model Cities Program (15)

Staff Assistant
Proposal Development and
Program Audit (16)

Staff Assistant
Research and Evaluation (18)

Writing Committee

Administrator
ESEA Title I Language

(13) Development Programs

Coordinator
(19) Editorial and Communication

Services

Administra:.or
ESEA Title I Program Planning (4)

Administrator
Research and Evaluation (5)

Coordinator
State Program Coordination (10)

Staff Assistant
Research and Evaluation (20)

Graphics Cormi ttee

Coordinator
City Program Coordination (7)

Staff Assistant
Editorial and Communication

Services (14)

Staff Assistant
Proposal D2velovent and

Program Audit (17)

Director
Special Programs (12)

Staff Assistant
Editorial and Communication

Services (13)
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There was also discussion of the format for the document. There was

some feeling that in addition to the handbook, which might be quite lengthy,

that a brochure also be published which would, in capsule form, give

the highlights of the audit's purposes and procedures. This idea was tabled

to be considered at a time following the distribution of the handbook.

The writers indicated they would develop an outline and present it to the

committee at its next general meeting.

In addition, a number of specific questions were raised during the

conduct of the meetings. The Coordinating Committee developed responses

to questions of:

1. Why audit?

2. Who has the initial responsibility for audit?

3. What should auditors do?

4. What programs or activities should be audited?

5. What factors seem to cause poor program implementation?

6. What does Research do? What does Audit do?

7. How can administrators change guidelines?

The responses were shared with all members of the General Committee.

At the outset, the assistant superintendent recognized that if a

quality document was to be produced, funds would need to be identified

to cover some of the costs involved in completing the project. The major

concern was for fulds to cover the costs of printing and related activities.

Therefore, a proposal was developed to be sent to potential funding sources
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(see Appendix #1). The proposal was submitted to the Board of Education of

the City of Chicago on September 25, 1073, in a report entitled, "ESEA

Title III Mini-Crant Proposal Submission: Program Audit: A Move Toward

Accountability." (See Exhibit #7.) The board approved the proposal and

it was subsequently sent to a number of governmental agencies and foundations,

in addition to Title III, for consideration.

The Chicago Community Trust, a charitable foundation created to

accept and administer gifts under wills or living trusts for health,

welfare, educational, and artistic purposes, awarded the Chicago public

schools P grant of $9,100 to assist in the development of the handbook.

The award was accepted by the Board of Education on January 23, 1973 (see

Exhibit #8).

The grant, coupled with the efforts of the regularly assigned staff,

was sufficient to cover all costs related to the project.

The strategy had now been established. The subsequent chapters deal

with the specifics of conducting the project,
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ESEA TITLE III MINI-GRANT PROPOSAL SUBMISSION: Exhibit #7
PROGRAM AUDIT: A MOVE TOWARD ACCOUNrABILITY

BEST COPY AVAILABLE

RECOMMENDATION: Approve submission to the Office of the Superintendent of Public

Instruction of PROGRAM AUDIT: A MOVE TOWARD ACCOUNTABILITY, a
proposal for funding under the ESEA Title III Mini-Grant program

or other appropriate sources. A copy of the proposal is on file

in the Office of the Secretary.

DESCRIPTION: This proposal seeks funding to provide a quality educational
program through core effective and efficient internal program audit

procedures resulting from the development and publication of a
comprehensive handbook.

SUPPORTIVE DATA: The ESEA Title III Mini-Grant was developed as a strategy for
promoting educational change. Mini- grants differ from normal

ESEA Title III programs in that the naximuu grant is limited to
$10,000, the application is greatly simplified and limited to ten
pages, and the maximum project period is one year.

MANCIAL: No additional cost w the Board of Education.
A maximum of $10,000 will be sought from funding sources.

Respectfully submitted,

JAMES P. REDMOND
General Superintendent of Schools

Prepared by:
1LIFFORD CLAIBO1NE, Administrator, ESEA Title III

*proved by:
LOYD J. IIENDELSON, Director, Bureau of Spzcial Programs
TAMES G. mITAT, Assistant Superintendent, Government Funded Programs
:AlifORD BYRD, Jn., Deputy Superintendent of Schools

:)ted:

:BERT STICKLES, Controller
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BEST COPY AVAHABLE January 2% 1'17474-69-18

GRANT AWARD: PROGRAM AUDIT: A MOVE TOWARD ACCOUNTABILITY

RECOMMENDATION: Accept with the appreciation of the Board and staff a grant award

in the amount of $9,100 from the Chicago Community Trust for

PIWGRAM AUDIT: A MOVE TOWARD ACCOUNTABILITY.

Authorize implementation of the project.

DESCRIPTION: PROGRAM AUDIT: A MOVE TOWARD ACCOUNTABILITY is a proposal for

the development of a comprehensive program audit handbook.

One of the major responsibilities of the Department of Government

Funded Programs is the monitoring of educational programs funded

through nonlocal sources. The purpose of the handbook, therefore,

is to improve program audit procedures within the Department of

Government Funded Programs and to share with other school Items

and interested agencies the successful monitoring methods and

procedures developed by the department.

SUPPORTIVE DATA: Board Report 73-1076-10, dated September 25, 1973, approved the

submission of this proposal to funding sources. Staff submitted

the proposal to the Chicago Community Trust and, on January 2,

1974, was notified that its executive committee approved an award

of $9,100 for the development of the handbook.

FINANCIAL: Fully reimbursable 'ander provisions of the grant.

Charge to the Department of Government Funded Programs, ,100 --

accounting classification: 361-1-999-94; accounting distributica:

361-6-275-obj.

Respectfully submitted,

JAMES E. REDMOND

General Superintimdent c.1 Schools

Prepared by:
MICHAEL F. QUINN, Ccordinetor, City Program Coordination

Approved by:
RICIy.RD TYCIE:,SXI, Director, Dcrrtmen-11 Program Coordini:ion

JAMES G. MOFFAT, AsAstant Superintendeat, Government Fur.: td Pro:;ro.-2.;

MANFORD BYRD, JR.; Deputy Supctrintendr::.t of Schools

Within appropriation:
ROBERT STICHLES, Ccntroller
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CHAPTER IV

DEVELOPING THE HANDBOOK

At the next meeting of the General Committee a review of the progress to

date was conducted. The principal business of the day was the review of

the outline for the handbook, which had been prepared for the Writing

Sub-committee. Considerable discussion followed. The committee accepted

the following design:

PROGRAM AUDIT HANDBOOK

I. Preface

II. Introduction

A. The role of the Department of Government Funded
Programs

B. Objectives of Program Audit
1. Why Audit?
2. Our obligations to funding sources

3. Our obligations to government regulations
and guidelines

4. Auditing as an opportunity to improve
programs

C. Scope of Program Audit
1. What is audited?
2. What is not audited?

III. Audit Procedures

A. The auditors
1. Who are they
2. How are they selected?
3. What is their function?

B. Preparing for the audit
1. Inservico of auditors

2. Familiarity with the programs, the schools,

and the audit report forms
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C. Visiting the programs
1. General routines
2. Professionalism during the visit

D. Preparing the audit report

1. During the visit
2. Review of report after the visit

E. Types of audits and their frequency
1. Initial audit

2. Comprehensive audit

3. Special audit

IV. Audit Exceptions

A. What is an audit exception?

B. Report of audit exceptions
1. To whom are the reports sent?
2. What are the channels of communication?

C. Responsibility for correcting the exceptions.

V. Results of Auditing

A. Prompt and efficient implementation of programs.

B. Possible changes in organization of programs

1. In the schools
2. In the Department of Government Funded

Programs

C. Possible improvement in educational worth of

the programs

VI. Appendix

A. List of Government Funded Programs

B. Guidelines for Government Funded Programs

C. Forms used in Program Audit

The members agreed that the outline would be reviewed and revised,

as appropriate, throughout the conduct of the project. To assist all

members of the group in understanding the format which has been used by

auditors, a copy of the program Audit Checklist was distributed (see

Appendix #2).
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Brief reports were presented by the convenors of the other sub-

committees. The members were satisfied that everything was moving along

well, and a target date of January 11, 1974, was established for the

completion of the draft of the handbook. This would permit distribution

for review and return of a questionnaire on or before January 31, 1974.

As previously indicated, the Coordinating Committee was responsible

for planning and preparing the document. This committee was chaired by

the Administrator of Program Audit, as appointed by the assistant

superintendent. Meetings were originally scheduled on a weekly basis,

but as the work intensified, meetings were held almost on a daily basis

for a brief period.

The work of the Coordinating Committee and other sub-committees was

shared with the General Committee through correspondence and regular

monthly meetings. The General Committee at its monthly meetings assisted

by making recommendations regarding the directions the project should

take, by serving as a sounding board, and by reacting to the agenda and to

the materials prepared.

The assistant superintendent provided continuous leadership by attending

committee meetings, requesting and examining committee progress reports,

and making recommendations to the committee as the project progressed. A

very important aspect of this leadership included a priority assignment

to the project, thus allowing committee members full availablility of

department services.
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Each sub-committee chairman aligned priorities with committee members

so they could assume a portion of the required tasks in concert with their

regular duties.

In their search and appraisal of materials, committee members examined

documents found within the department. These included materials from

Model Cities/CCUO, the bilingual education program, and the Division of

Research and Evaluation. Inasmuch as all members of the department were

aware of the project, they cooperated in providing information which they

felt would be helpful.

During the actual writing of the manual, committee members shared

their opinions and recommendations. All were considered, critiqued, and

correlated into a field test copy of the manual which the committee felt

should be developed and circulated with a questionnaire to a random sample

group of administrators both within and outside of the Chicago public

schools. This process, while time-consuming, was valuable. Open

communication was maintained throughout the processes of acting, reacting,

and interacting among committee members and resulted in the accomplishment

of the task.

The General Committee received copies of the materials as they

were prepared. This permitted additional interaction and opportunity for

input.
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CHAPTER V

WRITING SUBCOMMITTEE

The sub-committee charged with writing the document consisted solely

of staff members from within the Department of Government Funded Programs.

This decision was made by the assistant superintendent based upon the

assumption that a significant amount of time would be devoted to writing,

frequent meetings would need to be held with members of the committee,

and members of the general committee who were assigned to the field would

have difficulty in attending hastily called sessions. In addition, there

was a significant amount of work to be done in the field for which these

members were better suited, all factors considered.

During the initial meeting of the Writing Sub-Committee, it was

determined that throughout the life of the committee the involvement of

other members of the department would be desirable. Various members

participated for a limited time to share their expertise.

The members addressed themselves to the task of critically assessing

"where we are'l and to plan for "where we are going."

It was concluded that the Department of Government Funded Programs

has initiated and developed program audit techniques to ensure that

government funds are expended within contract guidelines, to decrease the

number of audit exceptions, and to improve the educational programs available
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to participating children. The task at hand was to develop a handbook

which would serve as a vehicle to share what had been learned through the

audit activities, to assist interested persons to improve their understanding

of audit techniques, the reasos for auditing, pitfalls in implementing

programs, and how to seek assistance as necessary.

The discussion also covered the timeline for completing the document,

how audit report data might be computerized, and how the field personnel

would be involved throughout the life of the project. An outline for the

handbook evolved from the discussion. A member of the sub-committee

assumed the responsibility for developing the outline to be shared with

the General Committee. This outline was reviewed and modified at the

next sub-committee meeting and forwarded to the General Committee for

review and approval as previously discussed.

During subseclucnt meetings, each chapter of the handbook was developed

and critiqued. Various approaches, definitions, and directions were

discussed. As an example, the need for a definition of program audit

resulted in the development of the following three possibilities:

1. The professional staff of the Department of Government

Funded Programs visits sites, interviews principals and

staff members, observes the status of program implementation

and operation, and collects and records this information

on an audit form. The audit staff reviews the data to

ensure that the activity is operating in compliance with
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the approved project narrative. Exceptions, if any,

are reported to appropriate line officers (and the

department staff) with a request that the department

be notified as to how and when the audit exceptions have

been corrected.

2. A program audit is an on-site examination, by trained

personnel, of operative educational projects to ensure

their compliance with established goals, objectives, and

procedures.

Especially for government funded programs, the audit is

a functional necessity. Government agencies demand strict

adherence to guidelines--the economic or educational

deprivation of the children served, the ratio of teachers

and paraprofessionals to children, the number and type

of inservice meetings, the involvement of parents and

community, the use of materials and equipment, and the

dissemination of information about the educational

approach--all are explicit in the contract entered into

by the local educational agency and the funding source.

That contract, like all other contracts, is an agreement

which is binding upon all those who enter into it; therefore,

care must be exercised in the implementation of the terms

it contains, and it is the responsibility of the local
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educational agency to monitor programs and to note exceptions

wherever they occur.

3. Program audit is a method whereby essential elements needed

to properly implement a program in accordance with guidelines

of a funding agency, and the approved proposal prepared by

and/or selected by a unit, are defined, analyzed, and

classified under appropriate components so that they

might be examined at the site where the project is in

operation by an impartial team of auditors. Consideration

is then given to reviewing the information acquired in

order to correct any discrepancies or exceptions and to

determine those discrepancies which happen on a recurring

basis so that they might be avoided with proper planning.

Inasmuch as the handbook was being developed for use in other school

districts in addition to Chicago, careful consideration was given to each

area to make certain that the materials were not too specifically related

to the Chicago public schools. However, the thrust of the narrative was

addressed to the local system, with encouragement to other districts to

modify the design as appropriate to meet their needs.

The sub-committee continued to work On the writing of the document

throughout the months of October, November, and December 1973. Plans were

formulated to "field test" the document during the month of January 1974.
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Three members of the Evaluation Sub-Committee were assigned the task

of developing a questionnaire to be used in conjunction with the "field

test" of the handbook. Questions which required a response on a multiple

choice basis were included, as well as open-ended requests for suggestions

which would give specific recommendations as to how the handbook could

be improved. When the draft copy of the handbook and the questionnaire

were completed, the assistant superintendent wrote a letter of transmittal

addressed to the two hundred administrators from within and outside of the

school system who had been randomly selected, soliciting their cooperation

in reviewing the document, completing the questionnaire, and returning it

(see Appendix #3).

Of the two hundred questionnaires which were distributed, 92, or 46

percent, were returned. The suggestions included were carefully considered

by the sub-committee and adjustments in the narrative and format were

made, as appropriate. An analysis of the responses to the questionnaire is

included in the section on the work of the Evaluation Sub-Committee.

The final copy was then ready for printing and was forwarded to the

Graphics Sub-Committee which had been working on the layout design.
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CHAPTER VI

GRAPHICS SUBCOMMITTEE

The Graphics Sub-Committee was charged with the responsibility of

reviewing the possible layouts, format, photographs, materials, and colors

to be used for the publication.

The Graphics Sub-Committee met on eight occasions to select graphics

and to develop the layout for the handbook. Informal meetings were also

held on occasion to discuss problems as they arose.

The sub-committee reviewed the narrative which had been prepared and

studied a large variety of manuals and illustrated materials to choose

the kinds of illustrations best suited to the narrative. The sub-committee

looked at many brochures, magazines, and reports to ascertain the most

appropriate and attractive layout possible, and also to determine the most

adaptable format for the handbook.

The size and style, as well as the layout, of the handbook were

discussed by the Graphics Sub-Committee and a number of alternatives were

selected to be presented to the General Committee in order to allow them

choice in such areas as the size of the document, quality of the paper,

type style, and color to be used. After these determinations were made,

the sub-committee selected the illustrations to be included and planned

one final layout for the document.
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The following decisions were ultimately made:

1. Size of manual will be Vi x 11. The color of the cover

will be a vivid blue with a contrasting second color.

2. The cover will consist of two parts - regular cover

stock with a plastic overlay going halfway across

the front. The plastic overlay will be of contrasting

color to the vivid blue.

3. The color theme will be carried throughout the page
borders of the manual.

4. Black and white photographs depicting "A day in the life

of an auditor," related specifically to the narrative,

will be used throughout.

One of the most important decisions which had to be made by the

sub-committee was the type of illustrations to be used. The alternatives

considered weea:

. a symbol related to the audit function which would be repeated

throughout the manual as appropriate

. a series of drawings related to the narrative, depicting

auditors, teachers, pupils, and material '-. These could be

produced in either black and white or in tones

. a series of black and white photographs relating to the

narrative.

In weighing the alternatives, the sub-committee considered cost,

attractiveness, purpose, and relevancy. Relative costs were reviewed and

a number of artists were contacted for assistance in determining the type of

illustrations which would be most attractive and suitable to the copy.
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Based on the input received, black and white photographs were chosen

for the following reasons:

. a symbol would not be as attractive and would tend to be

monotonous

. black and white line drawings are costly, used commonly,

and, therefore, unimaginative

. toned line drawings are very expensive in both artist's cost

and reproduction (estimated cost for a pr3fessional illustrator

was about $1,200 using a rate of $15.00 per hour and an

approximate time of 10 days - this cost is for line drawings

only and no other graphic work)

. colored photographs were not considered since they are very

costly to reproduce and do not reproduce well

. black and white photographs were less expensive than line

drawings, and they allow for a wider selection since many can

be taken in a short period of time. This makes it possible

to relate the illustrations to the narrative in a very

consistent manner. Photographs also are more realistic than

line drawings and create a more vivid impression on the

reader. Moreover, they can be changed more readily as the

document is revised.

The final task for this sub - committee was the mechanics of getting

the handbook printed. In accordance with the policies of the Board of



36

Education, a requisition was prepared and printing specifications were

drawn up to be circulated to printers (see Exhibit #9). The Bureau of

Purchases circulated the bid solicitation and ultimately awarded the work

to the second lowest bidder. In order to remain within the budget which had

been established, 3,500 copies were ordered at a cost of $8,960.
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CHAPTER VII

DATA COLLECTION SUBCOMMITTEE

In order to establish the mechanics of logging data on audit findings,

a Data Collection Sub-Committee was established. The General Committee

felt that a computerized data bank should be established to assist in

the analysis of the data collected in the reviews conducted at the schools.

This system would also provide the wherewithal to compare data collected

one year against data which had been collected in previous years, in order

to determine the improvement in implementation at a particular site as

compared to the implementation in previous years and to identify areas

which continued to need attention, or to identify new problems which may

have arisen.

Since the beginning of the audit program, during the 1971-72 school

year, a variety of forms had been developed and refined for the

collection'of information. From the content of these completed forms,

reports were developed for the assistant superintendent to distribute to

the appropriate line officers. However, weaknesses surfaced as the

committee reviewed the procedures previously employed. The data gathered

had never been fully evaluated to ascertain the frequency of some of the

audit exceptions, nor had a procedure been established so that a school

unit's performance, over a period of years, could be assessed.
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Some exceptions which had a negative effect on program success were

quite obvious. Late staffing, lack of materials, and a shortage of

supplies were frequently noted. Other factors were not so obvious.

Therefore, the sub-committee was charged with the task of developing

a computerized system to assist in the evaluation of the programs in

operation on an ongoing, comparative basis.

In 1971 the need for a structured questionnaire to be used by auditors

which would assist in the retrieval of data was immediately apparent.

Staff proceeded to devise questionnaires of various types. Included were

checklists which required only a "yes" or "no" response, open-ended

questionnaires which required a narrative answer, and combinations of the

two. The types of data which the auditors collected were consistent, but

various forms were used in an attempt to determine which provided the

most accurate and objective information. Samples of these instruments

may be found in Appendix #4.

Perhaps because a structured program audit was a new concept in the

Chicago public schools, continuous articulation between auditors and line

administrators was required. Therefore, initially the most successful

form was the open-ended questionnaire which required a narrative response

to .tually all items to be covered other than attendance and enrollment.

Forms of this type, specifically tailored to the guidelines of the various

funding agencies, were developed and used during the 1971-72 school year.

(See Appendix #5.)
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As the auditing function continued and staff became familiar with

agency guidelines and regulations for programs other than those for which

they had a day-to-day responsibility, it became apparent to them that

there were many similar requirements within most programs.

A general questionnaire, therefore, was developed for use during the

1972-73 school year for auditing most government funded programs. It was

designed to check to determine if staff had been assigned to the school

by the Department of Personnel, whether the staff was assigned within the

school in keeping with the guidelines for the program, whether the accounting

procedures were correct; whether materials, equipment, and supplies had been

properly ordered, charged, and delivered; and whether areas of community

involvement, staff development, dissemination of information concerning

the program, and other items commonly mandated by the funding agencies had

been adhered to during the course of the program. The auditor would sit

with the principal and assist in the completion of the questionnaire (see

Appendix #6).

In addition to the general form, two other kinds of forms were utilized.

Since the initial visit to a program was to determine if the program had

begun.on time with proper staffing and materials, and did not include

classroom observation, a short questionnaire was developed for this purpose

which could be completed quickly so that deficiencies could be quickly

corrected. Another questionnaire was developed for programs having very

specific agency requirements. Head Start, funded by the Office of
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Economic Opportunity and the State-Supported Bilingual programs, are

examples. In most instances the responses required on all of these forms

were of a narrative nature. (See Appendix #7.)

In 1973, the forms were revised because areas were identified for which

information was not available under the system in operation as follows:

1. There had been no specific question concerning the supplemental

nature of programs. Most funding is based on adding to the

local district effort. Substituting for local funds (supplanting)

is a violation of these reyulatio-s. Therefore, a question

was added to cover this concern.

2. A provision for checking the accuracy of position accounting

of funded personnel was added. A random interview with four

funded personnel was held by the auditors during the classroom

observation portion of the audit to verify that they were

being charged to the correct position number and were engaged

in the activity or program to which they were officially

assigned.

3. At least four pieces of equipment were spot checked against

the inventory on each visit. Findings were included in the

audit report.

4. Items relating to community involvement and staff development

were made more specific.
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5. The basic questionnaire was redesigned in chart form requiring

less narrative, but with a space at the end of each section

for comments.

6. The one-page classroom observation form was expanded to

include all programmatic aspects of the activity. It was

printed on no carbon required" paper with an original and

three copies so that administrators might have immediate

feed-back concerning findings and compliance.

The desirability of computerizing the data collected through program

audit has become increasingly evident. More persons have requested

specific data on a regular basis. More important, audit data collected

over several years can be used to ascertain if exceptions have decreased,

have remained consistent, or have become more severe on a comparative

basis. Such data will be helpful as a basis for future planning.

The sub-committee which had been appointed to work on the computer

program began by making a thorough investigation of all audit forms which

had been used since the inception of the audit program to determine the

common areas of information which had been collected.

A procedure was then devised to code the information from the current

audit form for computerization. The steps undertaken were:

1. The audit form was revised (see Appendix #8).

2. An Audit Management Information Form and a Key for Recording
Audit Exceptions were prepared (see Appendix a).
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3. Information from a sampling of audit reports was transferred

to the audit managmInt information forms by a secretary

to determine the length of time necessary to complete

transferring dati for all reports of the current year and

last year.

4. Last year's audit was coded for computerization so that

a base year might be established. Additional clerical

staff was assigned for this project for a short period of

time.

5. A data processing program was written to retrieve the following

information:

types of audit discrepancies by activity from

the coded form

the number of audit discrepancies by category

6. This information will be used to:

a. compare the types of audit discrepancies for 72-73,

73-74, by activity and by category for each

participating school.

b. ascertain improper implementation in the areas of:

professional position vacancies, paraprofessional
position vacancies, non-receipt of materials, non-

receipt of supplies, non-receipt of equipment,

improper enrollment, and improper selection of

students.

c. ascertain the significance of each audit discrepancy

classification on program success.

d. ascertain the significance of combinations of audit

discrepancies on program success.
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CHAPTER VIII

EVALUATION SUBCOMMITTEE

The Evaluation Sub-Committee had a dual charge. The first was to

take a leadership role in the development of instruments to assess the

effectiveness of the "Field Test" and "Final Program Audit Handbook" and

to evaluate the responses received. The second was to conduct an assessment

of the work of the committee as a whole.

The field test edition of the manual was completed in January 1974 and

was distributed to a total of 200 staff members of the Chicago public and

nonpublic schools, and to suburban school administrators. Each person who

received the manual was requested to evaluate it and complete a questionnaire

(see Appendix #3). Ninety-two persons responded. Eighty-five of the

reviewers completed the questionnaire. Seven responded by letter.

The questionnaire contained two parts. Part 1 consisted of ten

sections corresponding to the sections within the handbook from the preface

through the appendix. Each section had from two to seven items for which

responses were sought. A four-point scale, "Strongly Agree," "Agree,"

"Disagree," and "Strongly Disagree" was developed for recording responses

to all of the items with the exception of the final one which requested

that respondents suggest revisions that might be incorporated.

The questionnaire items included in Part 2 were designed to assess

the reviewer's general reaction to the manual. A three-point scale was
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used for three of the items and the final item solicited suggestions on how

the handbook might be improved. All those who responded were included on

the mailing list for distribution of a copy of the completed document.

The items on the questionnaire were designed to assess several

characteristics of the material contained in the manual

appropriateness
clarity
relevancy
practicality
comprehensiveness
simplicity

The responses received from the 85 who had reviewed the document

were generally positive in answering the 31 multiple choice items.

The range of "strongly agree" on any single item was from 16 (19%) to

38 (45%). The range of "agree" on any single item was from 44 (52%) to

59 (69%). Suggestions for modification were made in the majority of

instances where "agree" rather than "strongly agree" was indicated by the

reviewer. There were also many in: ances where "agree" was indicated

and no suggestions were made for modification of those sections. In a few

instances, suggestions for modification were made even though "strongly

agree" for an item had been indicated.

Though the number of reviewers who "disagree" with the 31 items was

small, at least one person responded "disagree" with every item. The

sections receiving the largest percentages of "disagree" responses per

item were:

Introduction
Preservice of Auditors
Rationale
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The section for which the smallest percent of "disagree" responses

was noted was, "Organization."

For the ten questions requesting a written comment on revision, there

were a variety of responses. In five sections at least three persons

commented in the following way:

Introduction

Wordy 4

Rationale

Make more concise 3

Procedures

The procedures described will
not insure objectivity 4

Change title to Procedures
for Audit 3

Inservice

More details needed if this
is to serve as a guide 4

Change title to Inservice of
Auditors 7

Audit Exceptions

Audit exceptions should be
discussed with the principal

before leaving 7

Part II of the field test questionnaire contained three items

which requested the reviewers opinion of the total manual

with relation to

relevancy
practicality
readability
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The responses of the 35 reviewers who completed the questionnaire

were largely distributed over three points of the scale.

The replies to this section were somewhat more pointed due

to the nature of the categories. Note the scale values for

the two parts shown below:

Scale Value Part II Part I

4 Very positive Strongly Agree

3 Positive Agree

2

Relevant
Practical
Easy to Read (readable)

Somewhat positive Disagree

1 Negative Strongly Disagree

Irrelevant
Impractical
Very Difficult to Read

There was a "positive bunching" of responses in Part 1 in the

"strongly agree" and "agree" categories of the scale, while a

greater variation existed in the reviewer's responses to the items

in Part II. As a result, Part II yields a slightly clearer

picture of the feelings of the reviewers. From the variation

in responses to Part II when compared to "positive" buncning

of Part I, it can be inferred that the reviewers evidently did

not consider "disagree" synonymous with "somewhat positive."
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It is notable that in item three, where the term "somewhat" was

not a part of the scale, the "positive bunching" of responses

occurred in a similar manner to that of Part 1.

The very positive responses for Part II ranged from 21 (25%)

to 31 (36%); positive responses showed a range of 32 (38%)

to 46 (54%) and somewhat positive responses *showed 27 (32%)

and 17 (20%) respectively. The third item which contained the

more negatively stated opinion showed a 4 (5%) negative response.

The following summary shows the responses to the three choice

items in Part II.

Field Test Questionnaire Summary

Part II

1. How relevant is the manual to your local needs?

Very Somewhat No

Relevant Relevant Relevant Irrelevant Response

Frequency 21 32 27 2 3

Percent 25% 38% 32% 2% 4%

2. How practical are the procedures and guidelines offered in the

manual?

Very
Practical

Frequency 25

Percent 29%

Somewhat No

Practical Practical Impractical Response

39 17 1 3

46% 20% 1% 4%

3. How readable is the manual?

Very Dsy Easy to Difficult Very Difficult No

To Read Read to Read to Read Response

Frequency 31 46

Percent 36% 54%

4

5%

4

5%
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The data gleaned from the "Field Test Questionnaire" was shared with

the Writing Sub-Committee to be considered as the draft was refined and

developed into final form.

Two other instruments were developed by the Evaluation Sub-Committee

which dealt with the handbook. Both were designed to receive feedback from

the field on the use of the handbook so that the effectiveness of this

endeavor could be more accurately measured and to gather information to be

incorporated into a rewritten document at a future date.

A supply of a very simple form was attached to the letter of transmittal

from the assistant superintendent to those receiving the handbook (see

Exhibit #10). The recipients were asked to complete a copy of the form and

send it to the Department of Government Funded Programs each the the

handbook was consulted. If a question was answered within the document,

this was to be recorded. If the question could not be answered, it was to be

recorded. Written responses will be supplied to any question not covered

and steps will be taken to incorporate appropriate information in a revision

at a later date.

The second instrument was developed by the Evaluation Sub-Committee in

cooperation with the General Committee. A letter from the assistant

superintendent to committee members dated May 7, 1974 solicited questions

to be incorporated into an instrument to be distributed in six months

for purposes of evaluation and to gather data for a rewrite of the handbook

if this appeared to be necessary.
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Please send a copy of the PROGRAM AUDIT MANUAL 1974 to:

(Name)

(Address)

City State Zip Code

(Organization Affiliation)

INSTRUCTIONS

After you have read and become familiar with this manual on Program Audit
procedures, your comments regarding the manual's usefulness, its content,
and any suggestions that you feel would improve the manual would be
appreciated. Thank you.

COMMENTS:

Also, would you please answer the following questions: Yes No

1. Can you now determine the function of program audit.

2. Can you now determine the role/responsibility of program
auditors.

3. Have you changed your perception of program audit

4. How often do you think you will use this manual next year.

5. How would you rate the quality of this manual. Superior Good Fair

6. Which section do you think will be most useful to you Section #

7. Which section do you think will be least useful to you. Section #

8. Did you use this book to find an answer to any questions
about the audit function. NO YES

If YES: What was the question?

9. Did you find an answer in the audit handbook NO YES

If YES: What page?
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In order to get some feedback from the committee members concerning

the work of the committee and an assessment of their personal involvement,

the Evaluation Sub-Committee also prepared and distributed with the

letter an instrument which was to be completed and returned (see Exhibit

#11).

Another task for the evaluation group was an assessment of the time

and effort factors involved in the completion of the Handbook. Attendance

records were maintained for all of the General Committee meetings. The

attendance rate was 87 percent, which is a very favorable response.

Soon after the formation of the sub-committees it became apparent that

keeping accurate time and attendance records was impractical. The sub-

committees met often, both formally and informally, for varying lengths

of time. All members were not involved in all activities. However, based

upon observation of the various activities and an assessment of the conduct

of the regular departmental and field duties, it was apparent that other

responsibilities were not neglected.

The time line which was established at the outset was met for every

major step within the project.

Twenty-five members of the General Committee complied with

the request. The data received for inclusion in the questionnaire to be

distributed in six months will be held by the chairman and eventually

developed into an instrument. A tally of the responses to the instrument

on involvement of the committee showed a very positive reaction from

the participants. (See Exhibit 112.)
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Exhibit #11

N

We are now in the process of preparing an evaluation questionnaire to
accompany the Department of Government Funded Programs publication, A Guide
to Program Audit, when it is ready for distribution. Since you recently parti-
cipated in the development of this publication, we are asking that you lend us
further assistance as follows:

1. Sending us any questions that you feel are appropriate
for use in the questionnaire which we are developing
for evaluation of the guide.

2. Complete the enclosed General Committee Questionnaire.

Both your suggestions for evaluation of the guide and the completed
General Committee Questionnaire, should be returned no later than May 17, 1974,
to this department.

Your continuing cooperation in these matters will be most valuable to the
department in its planning and implementation of future services.

Sincerely ,

JGM: k James G. Moffat

Sent to Committee Members



A GUIDE TO PROGRAM AUDIT

General Committee Questionnaire

Exhibit #11
continued

1. Was the membership of the general committee sufficiently representative
to carry out the tasks assigned to the committee?

Yes No Not Sure

2. Was each general committee member's input considered by staff?

Yes No Not Sure

3. When first asked or appointed to serve on the committee, were you interested
in serving oa a committee to develop a guide to program audit?

Yes No Not Sure

4. Are you interested in serving on future general committees?

Yes No Not Sure

5. Was membership in the committee a worthwhile experience for you?

Yes No Not Sure

6. Did the committee function as well as you expected?

Yes No Not Sure

7. Do you believe most of the other members benefited from their membership in
the committee?

Yes No Not Sure

8. Rate the Guide to Program Audit which the committee produced by drawing
a circle around one of the following descriptive words which best expresses
your opinion of the publication's value to the Chicago public schools.

None Limited Some Much Great

9. Make additional suggestions and comments relating to the committee and its
work on the reverse side of this pare.

Please complete and return this
questionnaire, no later than May 17,
to the Department of Government
Funded Programs, Room 1130,
Mail Run #65.
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Tally of Responses Exhibit 132

N = 25 A GUIDE TO PROGRAM AUDIT

General Committee Questionnaire

1. Was the membership of the general committee sufficiently representative
to carry out the tasks assigned to the committee?

Yes 25 No 0 Not Sure 0

2. Was each general committee member's input considered by staff?

Yes 19 No 2 Not Sure 4

3. When first asked or appointed to serve on the committee, were you interested
in serving on a committee to develop a guide to program audit?

Yes 17 No 4 Not Sure 4

4. Are you interested in serving on future general committees?

Yes 17 No 5 Not Sure 3

5. Was membership in the committee a worthwhile experience for you?

Yes 22 No 3 Not Sure 0

6. Did the committee function as well as you expected?

Yes 19 No 5 Not Sure 1

7. Do you believe most of the other members benefited from their membership in
the committee?

Yes 12 No 0 Not Sure 13

8. Rate the Guide to ProTram Audit which the committee produced by drawing
a circle around UM: of the following descriptive words which best expresses
your opinion of tho publication's value to the Chicago public schools.

6 8 11

None Limited Some Much Great

9. Make additional suggestions and comments relating to the committee and its
work on the reverse side of this page.

NONE

Please compicte and return this questionnaire, no later than May 17,
to the Department of Government Funded Programs, Room 1130,
Mail Run ;4;5.
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CHAPTER IX

CONCLUSION

The impact of a program audit project will be measured by executive

administration, Boards of Education, and the general public based

primarily upon the progress of the pupils who participate in the

instructional programs which were audited. The purpose of the hanabook,

which was developed through the conduct of this practicum, is to further

assist school administrators in conducting meaningful program audits.

A premise embraced within the framework of this project has been that

early identification of problem areas, and timely remediation can

significantly improve the results of programs.

The work already accomplished in the area of program audit in the

Chicago public schools has already borne fruit. The final evaluation

of the Title I activities for the 1972-73 school year indicated that

participating pupils had a gain of seven months for eight months of

participation.11 In a comparable testing period, the 1971-72 gain was

five months.12 The increase for 1972-73 was even more significant when

compared to 1970-71 when the in was four months.13

When one assessed these gains, it must be remembered that participating

pupils are selected from the lowest quartile of the grades served.
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The General Superintendent of Schools acknowledged the importance

of the program audit activities in his letter of March 8, 1974, to the

members of the Board of Education of the City of Chicago, transmitting

the Title I Evaluation Report for 1971-72: "In reviewing the achievements

of the ESEA Title I 1972-73 project, consideration should also be given

to the effect of internal program audit upon the project. The Department

of Government Funded Programs implemented an internal monitoring system

at the beginning of the 1971 school year for all government-funded

programs in the Chicago public schools. This audit system, by providing

early feedback to personnel concerning guidelines adherence, has

contributed to the gains achieved by the pupils participating in

government-funded programs."

Rarely a week goes by when the newspapers do not carry stories

concerning school systems which are accused of audit exceptions in the

implementation of federally funded programs, with an accompanying demand

for repayment of funds.

The handbook was received from the printers on June 3, and distributed

to all of the Chicago public schools, to surrounding school district

offices, and school officials throughout the country. (See Appendix #10).

It is the hope of 'ose who have worked to produce the Program Audit

Handbook that it will assist school personnel throughout the nation to

improve the deliveroy of services to the children enrolled in our schools.
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FOOTNOTES

1 H.E.W. Audit Report, Title I of the Elementary and Secondary.

Education Act of 1955, State of Illinois and the Chicago Board of Education,

Period: September 2371965, to August 31, 1966

2Draft of the Report to the Congress of the United States, The

Federal Program of Aid to Educationally Deprived Children in Illinois Can

be Strengthened - Office of Education, Department of Health, Education,

and Welfare, pg. 2

3lbid, pg. 13

4lbid, pg. 15

5lbid, pg. 35

6Memorandum from John F. Hughes, Director, Division of Compensatory
Education, USOE, to Chief State School Officers, April 14, 1967.

7Memorandum from Commissioner Harold Howe II, USOE, to Chief State

School Officers, March 18, 1968.

8Memor. ;um from Commissioner harold Howe II, USOE, to Chief State

School Officers, July 2, 1968

90 r anization Survey-Board of Education, City of Chicago, May 1967,

Booz, A len & Hamilton inc., Management Consultants

10 "Special Program in Reading and Language (SPIRAL) Activity,"
Comparative Analysis of ESEA Title I Reading Activities 1971-72 Final

Evaluation Report, prepared by Educational Testing Service, Evanston,

Trigias

11ESEA Title I 1972-73 Final Evaluation Report - Volume I

12ESEA Title I 1971-72 Final Evaluation Report - Volume I

13ESEA Title I 1970-71 Final Evaluation Report



60

Appendix # 1

PROGRAM AUDIT: A MOVE TOWARD ACCOUNTABILITY

A Proposal Submitted for Funding

James F. Redmond
General Superintendent of Schools

Board of Education of the City of Chicago

October 1973
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A. Abstract

This proposal seeks funding to improve the quality of educational

programs for children participating in government funded programs through

more effective and efficient internal program auditing procedures which

have been developed and which will be published in a comprehensive handbook

under the leaderhips of the assistant superintendent of schools for the

Department of Government Funded Programs of the Board of Education of the

City of Chicago.

The trend toward accountability in education has brought about

improvement in the quality of educational opportunities for children by

placing renewed emphasis upon adherence to the goals, objectives, and

procedures of programs designed for that purpose. Program audit is a

functional necessity the major objectives of which are the following:

To observe programs to determine if they are being implemented
in accordance with the approved design

To transmit information concerning audit exceptions to the
appropriate line officer so that discrepancies can be
corrected

To develop articulation between local schools and management
so that guidelines will be clearly understood and programs
implemented accordingly

To obtain input from field personnel in order that program
guidelines which are consistent with contractual limitations
and helpful to successful program implementation may be
developed.

The proposed handbook of audit procedures will fill an unmet need

which has long existed because funds are not available fcr its publication.
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The handbook will be written and produced by personnel of the

Department of Government Funded Programs and representatives of other

units within the organization; however, funds will be required for a

part-time artist, copy preparation, printing, and postage.

B. Priority Area

Government funded programs have been carefully designed to improve

teaching-learning situations and to achieve stated goals through articulated

means. The probability of program success will be enhanced if the number

of pupils being served is in accordance with the design of the proposal,

if the services of teachers are not diverted to other assignments at the

expense of the program, if auxiliary staff are involved as specified in

the proposal, if supplementary materials and equipment are available and

properly used, if test results are used to plan more meaningful learning

experiences, and if all other directives are followed.

C. Objectives (See Pages 4 and 5)

D. Dissemination

Draft copies of the audit procedure handbook will be disseminated

through local school advisory councils to communities, and their input

and opinions will be sought so that changes and revisions may be made

before the final publication and national distribution.

In addition, information about the handbook will be disseminated

through inservice meetings, announcements in the Superintendent of Schools

Bulletin, letters to administrators within other school systems, and

through notices of availability in government publications.
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E. Evaluation (Se, Page 6)

F. Innovativeness

The Department of Government Funded Programs, under the direction

of the assistant superintendent, originated in fiscal 1972 the internal

audit of programs funded by government agencies.

Prior to that time, and to date, no instrument such as the proposed

handbook had been developed to audit adherence of government funded

programs to stipulated guidelines.

G. Participation of Children and Teachers from Private Nonpublic Schools

Administrators and teachers from private nonpublic schools will

receive copies of the handbook and will be invited to attend inservice

meetings outlining its use.
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Program Audit:. A Move Toward Accountability

BUDGET

Clerical Support
(Part-time typist for project) $2,000

Non-professional
(Part-time artist) 1,000

Materials:

Paper and printing of 6,500
program audit handbooks 6,000

Dissemination of handbooks 100

TOTAL $9,100

Members of the Department of Government Funded Programs will reserach
and prepare the materials for publication.



AMES G. MOFFAT
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eviummater rum:4o PROGRAMS

Narmada 641.4500

Dear :

BOARD OF EDUCATION
CITY OF CHICAGO

228 NORTH LASALLE STREET
CHICAGO. ILLiN016 60601

TELEPHONE 641-4141

JAMES F. REDMOND
SINUAL SUPERINTENDENT OP SCHOOL,

September 27, 1974

68

BEST COPY AVAILABLE

The Department of Government Funded Programs of the Board of
Education of the City of Chicago has developed a project for increas-
ing the effectiveness of inservice programs given to local school units
in the process, methods, and techniques of proposal writing. We plan
to create audiovisual and printed materials to be used in proposal
development workshops for principals, staff, and community representatives.

There is an urgent need for such a project, not only in Chicago,
but also in school systems throughout the country, with whom, of course,
we shall be most happy to share these materials.

Approximately $10,000 is needed to create and disseminate the
various items necessary to the success of this activity. May we, there-
fore, solicit your support in underwriting all or as much of this project
as you may find it possible to do at this time.

I have asked Robert L. Johnson, a member of the staff of the
Department of Government Funded Programs, to contact you and provide any
additional information you may desire.

JGM:1

enclosure

Sincerely,

James G. Moffat



DEPARTMENT OF GOVERNMENT FUNDED PROGRAMS

Program Audit Checklist
General Information

School Auditor(s)

Activities Date

U.

APPENDIX #2

1. STAFFING

a. Does staffing at the school coincide with our staffing information?

List any discrepancies.

b. list by activity any unfilled positions.

Professional Paraprofessional

Activity Position No. Activity

c. Are teachers charged to the correct position numbers? Verify

four teaching position numbers by asking the teachers in what

activity they are working and checking the division openings

for these.

2. MATERIALS, SUPPLIES, EQUIPMENT

a. Approximately what percent of the materials and supplies were not

delivered as of the audit date?

b. Did the materials for structured reading programs arrive on time?

If not, indicate the activities for which they were not delivered.
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c. List materials and numbers of purchase order over the amount of

$100 that have not been delivered as of the audit date. Give the

date of the requisition. (Comprehensive audit only.)

d. List equipment and the purchase order numbers that have not been

delivered as of the audit date. Give the date of the requisition.

.e. Please remind the principal that invoices must be returned immediately.

f. Is there an updated inventory of equipment? Spot-check at least

four items.

g. For structured programs, is the equipment necessary for the operation

of the activity functioning and located in its appropriate setting?

3. COMMUNITY INVOLVEMENT

a. Is there a separate advisory council for government-funded programs?

If not, how often are government-funded programs discussed at

regular council meetings?

b. When and how frequently does the advisory council meet?

c. How many members are on the council?

d. What percent are parents?

4. INSERVICE

a. What inservice do professional and paraprofessional personnel in

government-funded programs receive?

b. Briefly describe your inservice programs for government-funded

personnel.
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71
c. Who conducts the inservice?

5. DISSEMINATION

How is information concerning government-funded programs disseminated?
(Have the principal fill out the form prepared by Editorial and
Communication Services.)

6. CLASSROOM OBSERVATION

The information pertinent to the following questions is to be filled
in on the form provided. Directions concerning use of this form are

printed on its reverse side.

a. Check test scores of one or two eligible pupils in each class to
determine whether they meet eligibility guidelines.

b. Is staff used in conformity with stipulated guidelines?
(If not, note discrepancies.) Check schedules of teachers and
paraprofessionals.

c. Is equipment for the program properly labeled? Check for items.

d. Is equipment available for classroom use?

e. Check for conformity and availability of instructional
materials with the correct activity. Note this on the form
provided.

f. According to the teacher's class list and daily time schedules,
how many children are being served daily in each class? Note

observed attendance.

g. Are there time conflicts which reduce the time the child
participates in the core programs. List them.
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h. Are books properly labeled with the information concerning the
funding source and in evidence in the classroom?

i. Are the Title I participants involved in other Title I activities?
Indicate this in the column labeled Observed Supportive Services.
List the numbers of pupils so involved.

j . Are Title II mateirals properly labeled and is there an inventory
of these? (These are to be in the school library with the
teacher librarian.)

7. COMMENTS

a. Principal's comments.

b. Auditor's comments. Do the programs appear to be operating within
guidelines?



AMU G. MOFFAT
SISTANT SUPERINTENDENT

OIMANUCINT FUNDED PROGRAMS

&WHORE 641.4500

Dear :

BEST COPY AVAILABLi

BOARD OF EDUCATION
CITY OF CHICAGO

228 NORTH LASALLE STREET
CHICAGO. ILLINOIS 60601

TELEPHONE 641.4141

JAMES F. REDMOND
GENERAL SUPERINTENDENT OP SCHOOLS

January 18, 1974

APPENDIX #3

During the past three years, the Department of Government Funded

Programs of the Chicago public schools has developed program audit

techniques to ensure that government funds are expended within contract

guidelines, to decrease the number of exceptions, and to improve the

educational programs available to participating children.

The Department of Government Funded Programs is preparing a program

audit procedures manual to promote the achievement of these objectives.

Since this entire project is possibly the first of its kind attempted

by any school system, we hope that by sharing our experiences with other

school districts and groups, we may help them to develop their own

internal audit procedures.

To ensure that this document will reflect the participation of all

staff of the Chicago public schools and to present the best possible

manual, I would appreciate your reviewing the er:losed draft copy and

returning the evaluation to my office by January 31, 1974.

Your reaction will help us further develop our plans to disseminate

guidelines and procedures for conducting an internal audit of government

fundei programs. Thank you for your cooperation in this most imoorrtant

task.

JGM:kw
Enclosure

Sent to:
Chicago public school principals
Non-public schools
Community representatives

Sincerely,

James G. Moffat

73
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shall High School Richard C. Portee C 67
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E.V.G.C. John F. Smith A 64

er UGC Virginia Godenrath B 57
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Joseph D. Murphy B 52
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B 58

60

58

62

B 62

8 57

62

C 53

B 59

C SS

57

A 61

A 60

C 51

C 54

C 50

C SO
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Patrick D. Noonan

Edwin L. Ford

John P. McGovern

Lillian F. Bowden

James A. Clear
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JAMES G. MOFFAT
ASSISTANT SUPLRINTCHOCHT

GONSIINMENT ruNoco estocatAiws

TV.Estsota 641.4500

Dear :

BOARD OF EDUCATION
CITY OF CHICAGO

228 NORTH LASALLE STREET
CHICAGO. ILLINOIS 00601

TELEPHONE 641.4141

JAMES F. REDMOND
ORNIDIAL SUPERINTENDENT OF SCHOOLS

January 18, 1974

The Department of Government Funded Programs, Board of Education,
City of Chicago, is preparing a program audit manual based on our ex-
periences in monitoring government-funded programs. The purpose of
this manual is to improve program audit procedures within the Chicago
public schools and to share with other school districts and agencies
its successful monitoring procedures developed by the department.

This manual will be available for a field test within the next
several weeks.

Since we will share our experiences with other school districts
when the manual is comleted, we are including districts other than
our own in a field test.

I would appreciate your distributing copies of this field test
manual to 4 of your administrators, ask them to read and respond to a
brief questionnaire which is enclosed. This field test will assist us
in determining whether this document might be of value in a school
district such as yours and the additional information it should con-
tain if an internal program audit were to be initiated in a school
district such as yours.

We appreciate any assistance you may be able to give us in this
endeavor.

JGM:kw
Enclosure

Sent to:

Sincerely,

James G. Moffat

Superintendents of - Gary, Indiana
Chicago Heights, Illinois
Niles, Illinois
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NAME
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Please mail the completed questionnaire by January 31, 1974 to --

James G. Moffatt Assistant Superintendent
Department of Government Funded Programs
Board of Education, City of Chicago
228 North LaSalle Street, Room 1130
Chicago, Illinois 60601 (Mail Run # 65)

Part I

This part of the field test questionnaire requests your specific suggestions
for improverent in the content of the manual.

The sections of the manual for which your comments are requested are as
follows:

Preface
Introduction
Section 1 - Rationale
Section 2 - Organization
Section 3 - Procedures
Section 4 - Preservice of Auditors
Section 5 - Audit Exceptions
Section 6 - Benefits of Audit
Section 7 - Use of Program Audit for Total Operation
Appendix

Please circle the response which best characterizes your reaction to the

material contained in each section. Space has been provided for specific

suggestions regarding modification.

It will be helpful if you will include the page number and the number of

the paragraph for which the revision is suggested.

If additional space is needed, please use the back of the sheet, or, if

necessary, add additional sheets.



Preface

1. The purpose is clearly stated.

4

Strongly Agree

83

3 2 1

Agree Disagree Strongly Agree

2. Revise this section as follows:

SNIMMEID

Introduction

1. The background material is relevant and provides a reasonable basis for

the manual.

4

Strongly Agree

3 2 1

Agree Disagree Strongly Disagree

2. The information is complete and appropriate for this section.

4

Strongly Agree

3 2 1

Agree Disagree Strongly Disagree

3. Revise this section as follows.

1
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Section 1 - Rationale

1. The title is appropriate for this section.

4 3 2 1

Strongly Agree Agree Disagree Strongly Disagree

2. The rationale is clearly and comprehensively stated.

4

Strongly Agree
3 2 1

Agree Disagree Strongly Disagree

3. All other material in Section 1 supports, clarifies, or amplifies the
rationale as expressed in the first paragraph.

4

Strongly Agree

3 2 1

Agree Disagree Strongly Disagree

4. Revise this section as follows:
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Section 2 - Organization

1. The title is appropriate for this section.

4

Strongly Agree

85

3 2 1

Agree Disagree Strongly Disagree

2. The organization of the Division of Program Audit is adequately
described.

4
Strongly Agree

3 2 1

Agree Disagree Strongly Disagree

3. Related departmental and divisional organization plans are included
where relevant; they are adequately described; and their relationship
to the program audit organization is clearly indicated.

4

Strongly Agree
3 2 1

Agree Disagree Strongly Disagree

4. Revise this section as follows:



Section 3 - Procedures

1. The title is appropriate for this section.

4

Strongly Agree

86

3 2 1

Agree Disagree Strongly Disagree

2. The procedures are clearly stated, and the order in which each step
should be implemented is easily understood.

4

Strongly Agree
3 2 1

Agree Disagree Strongly Disagree

3. The procedures are adequately' detailed so that an individual could,
with this section and the audit instruments, conduct an audit.

4
Strongly Agree

3 2

Agree Disagree Strongly Disagree

4. Revise this section as follows:

I
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Section 4 - Preservice of Auditors

1. The title of this section is appropriate.

4

Strongly Agree

87

2 1

Are Disgaree Strongly Disagree

2. All the material is appropriate for this section.

4

Strongly Agree

3 2 1

Agree Disagree Strongly Disagree

3. The order in which the material is presented is correct.

4

Strongly Agree

3 2 1

Agree Disagree Strongly Disagree

4. Any person wishing to use this section as a guide to planning and
conducting a preservice session could easily do so by following the
information given in this section.

4

Strongly Agree

3 2 1

Agree Disagree Strongly Disagree

5. Revise this section as follows:
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Section 5 - Audit Exceptions

1. The title is appropriate for this section.

4

Strongly Agree

88

3 2 1

Agree Disagree Strongly Disagree

2. All material presented is appropriate for this section.

4
Strongly Agree

2 1

Agree Disagree Strongly Disagree

3. The term "audit exception" is adequately defined.

4

Strongl- Agree

3 2 1

Agree Disagree Strongly Disagree

4. The kinds of items which must be checked to gather adequate information
to determine an audit exception are included in this section.

4
Strongly Agree

3 2 1

Agree Disagree Strongly Disagree

5. Explanation of the responsibility for reporting audit exceptions and

the reporting procedures are given.

4

Strongly Agree

3 2 1

Agree Disagree Strongly Disagree

6. Adequate justification for the reporting procedures is included.

4

Strongly Agree

3 2

Agree Disagree Strongly Disagree

7. Revise this section as follo'.:s:
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Section 6 - Benefits of Audit

1. The titre is appropriate for this section.

4

Strongly Agree

89

3 2 1

Agree Disagree Strongly Disagree

2. The material in this section is appropriate.

4

Strongly Agree
3 2 1

Agree Disagree Strongly Disagree

3. The relationship of the audit procedure to the improvement of a given
program is clearly indicated.

4

Strongly Agree
3 2 1

Agree Disagree Strongly Disagree

4. Revise this section as follews:
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Seccion 7 - Use of Program Audit for Total Operation

1. The title i. appropriate for this section.

4

Strongly Agree

90

3 2 1

Agree Disagree Strongly Disagree

2. The benefits of program audit are clearly and comprehensively stated.

4
Strongly Agree

3 2 1

Agree Disagree Strongly Disagree

3. All other material in this section supports, clarifies, or amplifies the
stated benefits.

4
Strongly Agree

3 2 1

Agree Disagree Strongly Disagree

4. Revise this section as follows:
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Appendix

1. The reasons for including the info! mation in the Appendix are clear.

4

Strongly Agree

3 2 1

Agree Disagree Strongly Disagree

2. The introduction to the Appendix is clear.

4

Strongly Agree

3 2

Agree Disagree Strongly Disagree

3. The items in the audit checklists are clearly stated.

4

Strongly Agree

3 2

Agree Disagree Strongly Disagree

4. Revise this section as follows:
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PART II

The following questions concern your general reaction to this manual. For

each of the questions, please circle the response which best characterizes

your reactions.

1. How relevant is the manual to your local needs?

4

Very Relevant

3 2 1

Relevant Somewhat Irrelevant
Relevant

2. How practical are the procedures and guidelines offered in the manual?

3.

4 3 2 1

Very Practical Somewhat Impractical

Practical Practical

How readable is the manual?

4 3 2 1

Very Easy Easy Difficult Very Difficult

to Read to Read to Read to Read

4. If you have any suggestions about additional material which you feel

should be in this manual or any material which should be deleted,

please include these in the space provided below or on the back of

this sheet.

Thank you for your valuable assistance. A copy of the manual will be mailed

to you upon its cmpletion.
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PREFACE
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The purpose of this manual is to explain the technique for audit

procedures used in the Chicago public schools and to share with other

school systems and other groups the experience of the Chicago public

schools in monitoring educational programs funded by various agencies.

This structured program audit is an onsite examination by trained

personnel to ensure project compliance with established goals, objectives,

and procedures. The audit is not an analytical evaluation. It is

intended to determine if the contract terms are being met and to

anticipate problems which may arise.

While the procedures have been designed for use by a large urban

school system, they lend themselves, with very.little modification,

to smaller systems and to all educational programs.

4,--tirn, - ri,ortre 1011Nfel.": 7, 1.101.111Wrarotprome........- - wro-po -ww, ., 10.4 BM 4 .0
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Accountability is an adjunct to all professional endeavors. Phy-

sicians are accountable to their patients, to the hospital, and to the

American Medical Association; attorneys are accountable to their clients,

to the courts, and to the Bar Association; and educators are ultimately

accountable to their students, to parents, rid to the community.

When all teachers fully understand the goals and objectives of the

subjects they teach; when they are accountable to the community and the

principal for the attainment of those goals and objectives; when the

principal is accountable to his community, his faculty, and his superior

for the quality of teaching which is representative of his school; when

the district superintendent is accountable to the community, to the

principals, and to the teachers of his district for the quality of his

leadership; and when those charged with the responsibility for curricula

create programs which reflect the needs of the children, there will be

overall improvement in education. Constant monitoring of all elements

increases that probability.

The most efficient way to move toward educational accountability is

through measurable goals, objectives, and evaluations which are consis-

tent with established guidelines and which are written into educational

programs. When these goals, objectives, and evaluation techniques have

been stated, accountability may be achieved through monitoring to ensure

their proper implementation. Educatonal programs, especially those

funded by agencies outside a school system, must be audited so that

accountability of the local educational agency to the funding source may

be satisfied.
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In 1971, the Department of Government Funded Programs of the Chicago

public schools created the Division of Program Audit, charged with the

responsibility for designing a vehicle through which internal, objective

monitoring could be accomplished. The vehicle was field tested and

changed to agree with suggestions received, and, after revisions had been

incorporated, audit procedures became an integral part of program admini-

stration. Chicago thus became possibly the first school system in the

country to develop systematic procedures which indicate the degree to

which individual programs are being implemented according to guidelines

and which provide administrators with data for program improvement and

accountability.

It is the hope of the Department of Government Funded Programs of

the Chicago public schools that this manual will be a practical and use-

ful addition to the canon of accountability and that it will lead, through

improved program implementation, to improved educational opportunities

for all children.
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RATIONALE

Monitoring of educational programs may be performed by personnel out-

side the local educational agency. There are commercial enterprises with

personnel trained to provide this service, but this is costly to the local

educational agency and, in some cases feedback necessary to administra-
1

tors is not as readily and quickly available as it must be. Funding

agencies have always monitored programs to determine their adherence to

guidelines, usually, however, after the programs have been in force for

some time. Funding can be and is endangered if discrepancies are not

corrected by the local educational agency prior to this outside evalua-

tion. The advisability of an internal audit is obvious.

An internal audit is an objective observation, by professional

personnel, of the implementation of a program designed to achieve stated

educational goals and objectives. Assessment of the quality of instruc-

tion observed is not within the purview of the auditor; however, since

it is incumbent upon the local educational agency to provide funding

sources, such as the federal government, state and municipal governments,

and private foundations with data indicating the use to which funds are

being put, ongoing monitoring assures management of program activities

which are commensurate with the philosophy and guidelines of the funding

source. Then, if a program is not successful even though it follows the

stipulated design, it becomes the function of evaluation to analyze the

design and to determine what factors contributed to the program's failure.

Within some school systems, accountability for program management may

rest in a department created for the purpose; in others it may be a shared

100
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responsibility. The organizationWmanagement system chosen negates

neither the use nor the value of internal program audit.

In the Chicago public schools, programs are monitored to ensure that

the number of pupils being served is in accordance with the program

description, if aides are involved as specified, if teachers are used

appropriately, if supplementary materials and equipment are available

and properly used, if test results are being used to plan meaningful

learning experiences, and if all pertinent directives are being followed.

These components form the basis of the contract entered into by the schools

and the funding source, and accountability for their implementation is

inherent in the contract.

Although each program contains specific elements aimed toward

improvement in educational opportunity for the children served, legisla-

tion which governs proposals submitted for funding is fairly consistent

under all titles. Auditors are familiar with the following components

which are included in all proposals:

1. The comprehensive needs assessment from which priority
needs are taken and which, then, becomes the basis for
the proposal. This needs assessment is usually conducted
under the auspices of a Research and Evaluation com-
ponent of the local educational agency. Hard and
soft data concerning students and community are examined
to determine whether current programs are as successful
as they might be and what might be added to insure
their success.

2. Performance Objectives - These are the goals of the
program which flow directly from the priority needs
established by the school. They are stated in be-
havioral terms and must be subject to measurement.
The Research and Evaluation component of the local
educational agency is usually instrumental in develop-
ing these.



BEST COPY AVAILABLE
102

3. Procedures - These are actually the blueprints of the
program. The design is specifically stated. The
duties of the staff are clearly delineated as are
the number of pupils to be served, the length of time

they are tr e served, and the kinds of materials
that will be used.

4. Evaluation - This is the measurement of whether the
procedures have attained the stated objectives. A
comprehensive evaluation is based on pre- and post-
standardized tests, questionnaires, attitude inven-
tories, and classroom observation. It should be
ongoing, and in cases where independent program audit
is required by a funding agency, it consists of an
audit of the evaluation to deteroine whether the
program design is consistently achieving the stated

objectives.

5. Dissemination - Information concerning specially funded
programs should be widely distributed as should the

results of the evaluation. Dissemination can be ac-
complished through flyers, pamphlets, filmstrips,
films, word of mouth, and community activities such

as open house.

6. Community Involvement is usually mandated by funding

agencles 66EiFFIWEeption of the proposal. Parents,

teachers, community leaders, and even students should

be involved in planning educational programs.

7. Staff Development is an integral part of every pro-

posal. Since most specially funded programs are of a
temporary nature, the training of staff in sound but
innovative educational techniques is a necessity so
that good programs may continue even when special
funding ceases.

8. Supplementary Nature of Programs - Special funding is

invariably granted to supplement the efforts of
local school districts. Every child in a school

district is entitled to its services. Therefore,
when funds are granted for specific purposes by a
funding agency these are, in fact, additional, and
the local educational agency is expected to continue

all services previously provided.
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Audit procedures established by the Department of Government Funded

Programs follow a "line-staff" relationship, w(plained in the following

quotation taken from Facts and Figures, published by the Board of Education

of the City of Chicago, 1972-73:

The administration of the school system is
by direct "LINE" from principal, through District
Superintendent, through Area Associate Superinten-
dent, to Deputy Superintendent and Superintendent.

At each level there are "STAFF" people who
assist the administrator. The principal in the
school has staff who assist him with administration,
as well as teachers. Each district office has a
human relations coordinator; some also have staff
assistants for Elementary and Secondary Education
Act programs (ESEA), and Model Cities programs.
Area Associate Superintendents have an adminis-
trative stAfF of seven or more members including
the Area Chief Engineer and Directors of Adminis-
tration, Area Programs, Curriculum, Human and
Community Relations, Pupil Personnel Services, and
Special Education and ESEA Programs. Some di-

. rectors are provided with a staff of assistants
or consultants. Assistant and Associate
Superintendents head departments at the central
office, eight serving on the planning staff under
the General Superintendent, and eight serving on
the operational staff under the general administra-
tive supervision of the Deputy Superintendent.
Assistants to the General and Deputy Superinten-
dents serve respectively as their immediate aides.

At every level, "STAFF" people advise and
assist with planning, but "LINE" administrators
have direct responsibility for administrative
decisions at their operational level. The only
aspect of school administration that is outside
the "LINE" of authority outlined above is the area
of plant operations and maintenance.

The chart on the following page shows the organization of the Chicago

public schools.
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Ir accordance with the line-staff organization, accountability for

program implementation rests with the principal or unit head. His

accountability to his district superintendent and to the program itself

is achieved through the following:

Being familiar with the requirements written into the pro-
posal and recognizing them as binding upon the funding
agency and those charged with program implementation.

Planning for the various components of the program before the
actual date of implementation.

Keeping documents to ensure the success of the program. This
includes records of position openings, requisition records,
and minutes of advisory council meetings.

Observing the components of the program on a scheduled basis
to note exceptions.

Communicating to appropriate personnel those exceptions that
do not permit the program to be properly implemented.

Similarly, the Department of Government Funded Programs is accoun-

table to the funding agencies, to the Board of Education of the City of

Chicago, and to the schools having funded programs, for which the

department provides the following services:

Serves as the contact between all funding agencies and the
Chicago public schools

Identifies sources of funding for all proposals developed by
school and administrative units

Provides functional leadership and technical assistance to
school units in the development of proposals

Provides guidelines to unite implementing proposals that
have been approved by funding agencies
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Conducts ongoing program audits to ensure that programs
approved for funding are implemented in accordance with the
proposal as developed, with guidelines of the funding
agency, and with policy established by the Board of
Education which includes --

developing inservice workshops concerning program audit
techniques for both central office and field staff

conducting frequent visits to schools implementing funded
programs to ensure contract compliance and to make certain
that guidelines are followed

providing appropriate line and staff with the results of
program audit visits

performing appropriate follow-up visits to make certain
that program audit discrepancies have been corrected

preparing periodic reports for funding agencies and local (

staff, and describing the manner in which programs have i

f

been implemented, as determined by program audit visits.

The department also -- )

!

Provides financial management services to ensure that funds
are appropriately and efficiently expended in compliance with i

the proposal as approved, as well as with legislative and
funding agency directives

Provides administrative services to ensure timely and appro- I

priate implementation of program by field units

Provides appropriate evaluation services to assess funded
programs and to meet funding agency requirements

106

Works with appropriate staff in the dissemination of research
data relevant to funded programs

Provides for dissemination of information concerning government-
funded programs.

The following chart depicts the organization of the Department of

Government Funded Programs.
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In fulfilling its responsibility to monitor programs, the Department

of Government Funded Programs performs two discrete functions. Accoun-

tability for ascertaining the degree to which guidelines are being met

in operative programs is the mandate of the Division of Program Audit;

accountability for data concerning the effectiveness of operative programs

is the mandate of the Division of Research and Evaluation. Each division

performs its particular function, and both are accountable to the

assistant superintendent who is the head of the department.

Each division has general and specific responsibilities. The

Division of Program Audit is primarily concerned with ensuring adherence

to program design by individual schools; the Division of Research and

Evaluation is concerned with program effectiveness and with the iden-

tification and examination of all factors not.included in the program

design as well as those within the design which contribute to program

outcomes.

Specifically, the Division of Program Audit is accountable for the

following:

Examining the program design and guidelines and verifying

compliance.

Identifying operational discrepancies between procedures as

described in guidelines and actual, operational procedures for

activities in the local schools or participating groups and

reporting these discrepancies to appropriate line and staff

for remediation.

Making verbal or written reports to management for treatment

of individual operational problems and discrepancies noted

during the course of audit visits.

Acting on recommendations by the Division of Reearch and

Evaluation which relate to operational problems requiring

immediate attention.
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The specific responsibilities of the Division of Research and

Evaluation are as follows:

Comparing actual program operation (determined by collected
data) with the program design and guidelines prepared by
program managers.

Determing the degree of adherence of the program to the
requirements stipulated in the program design; identifying
assets, discrepancies, and any other significant data
pertaining to the program. This includes seeking in-depth
information to ascertain the nature and causes of the data
characteristics in order to determine the influence of these
characteristics on program effectiveness. Making judgments
on the basis of an analysis of gathered data.

Making periodic reports to local, state, and federal agencies
containing implications and' recommendations based on data
analysis for immediate and long-range decisions concerning
specially funded programs.

Where appropriate, including information provided by the
bivision of Program Audit in evaluation reports and examining
audit information to ascertain additional areas requiring
detailed evaluation.

1
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Procedures

The audit procedures established for the Chicago public schools will

be described in this section; however, although they are indigenous to

Chicago, they may easily be modified or adapted to the needs of other

school systems.

All professional staff from the Department of Government Funded Pro-

grams serve as auditors in addition to their regular duties -- usually

one-half day each week. Staff from other departments such as Curriculum,

principals, and field staff also serve as auditors.

Added to the obvious benefits which auditing brings to program imple-

mentation, there is another equally important benefit, that of staff

development, which accrues to the audit. Personnel conducting audits

have the opportunity to keep abreast of innovative educational techniques,

and a mutual exchange of ideas leads to strengthening the department

and school team effort toward the improvement of educational opportunities

for children.

Two of the most important requirements for successful program

auditing are objectivity and accuracy in observation and in reporting.

Since all professional program personnel and occasionally others in the

Department of Government Funded Programs serve on audit teams, the follow-

ing procedures have been developed to ensure the achievement of both

requisites:

Two folders, one a duplicate, are prepared for each site.
A list of ongoing programs at the site, all information
pertinent to the programs, and copies of all previous
audit reports are kept in folders. Auditors review the
information in the folders prior to an audit visit and
take one folder on the visit.
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Before an audit visit, auditors are requested to review

the activity descriptions which apply to the programs

they will observe. These descriptions are prepared by

administrators and copies of those relevant to the school

are filed in the individual audit folders.

111

Two persons are usually sent to audit. This allows for

a comparison of their observations. Moreover, if some-

one new to the department is teamed with an experienced

auditor, of if a person directly involved with a program

and familiar with the guidelines is teamed with a person

from an entirely different program, on-site inservice

is possible for the less experienced or less knowledgeable

auditor.

The same auditors are not sent to the same site for follow-

up visits. A verification of the accuracy of previous

reports is thereby provided.

Inservice meetings are held to explain the sensitive role

of the auditor, the type of information he is seeking, and

the method of reporting audit findings.

Audit instruction sheets pertinent to particular audits are pre-

pared and distributed.

Proposals for all programs to be audited and copies of guidelines

are kept on file and are available for review in the office of the Division

of Program Audit.

-10-
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PRESERVICE OF AUDITORS

Because of the line-staff organizational structure in the Chicago

public schools, auditors, who are staff personnel, are not empowered to

judge the quality of teaching; their function is limited to obtaining

information concerning staffing, the number and kinds of children served,

the involvement of the community, and the availability and use of mate-

rials and equipment prescribed by the proposal. During inservice training

sessions this role is emphasized, and it is made clear to the prospective

auditors that they are not to pass judgment upon the quality of the

teaching in programs they are assigned to audit, since this is the

responsibility of line officers (principals, district superintendents,

and area associates). After completing the audit questionnaire, auditors

return the form to the Division of Program Audit, and it becomes the

responsibility of the division to report audit exceptions or discrepancies

to the proper administrative personnel.

Before auditors can be selected or plans made for auditing, a bank

of information is established to show in which schools programs are

operating, and, in the case of schools having several programs, under

which source each has been funded. This information bank is the respon-

sibility of the Division of Program Audit, and it is updated as programs

are added, dropped, or modified.

Inservice of the Auditors

The training of auditors is the responsibility of the Division of

Program Audit. Inservice meetings for prospective auditors are held at

the beginning of the school year and during the year as necessary. A
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10 col 1"111°
kit of materials for these meetings has been prepared, containing sample

program descriptions end copies of questionnaires. Audit folders are

distributed and reviewed at these meetings. A committee has been assigned

to study the possibility of computerizing these data.

The necessity for familiarity with the guidelines and the importance

of the auditors' attitude are also emphasized during the inservice

sessions. Personnel assigned to train auditors explain that their role

is one of service and it is important that they approach the schools in

a spirit of cooperation in the task of providing the best possible

programs for children.

Response and feedback sessions for school personnel at the central

office or in the field are also conducted during which the purpose of

audit is explained and suggestions for its improvement are solicited.
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TYPES OF AUDIT

114

Generally, three types of program audit are performed during the

school year by the Department of Government Funded Programs. The first

is an implementation audit. Its primary objective is the determination

of whether the programs in the local schools are properly staffed and

have received or ordered the budgeted amount of supplies and equipment,

whether the students called for in the guidelines have been selected,

and whether instruction has begun. This audit is conducted during the

first three weeks of school and is confined to the examination of these

elements, all of which may be verified Within the school office. It is

designed to provide administrators with immediate feedback regarding

anything that may deter implementation of the program.

The second audit involves not only the examination of items found

in the school office but also observation of all funded classrooms at

the site. This audit begins during the fourth week of school. It in-

volves follow-up on discrepancies noted in the first audit and verifies

program implementation through actual classroom observation. Individual

student records are examined to see if they conform to the selective

criteria; classroom attendance and enrollment books are examined to

check the number of students served; materials and supplies are checked

to determine their appropriateness and availability.

The third audit begins in January as a follow-up at those units where

discrepancies had previously been noted. This audit involves the examina-

tion of supplies, educational material, and equipment requisitions;

documents describing the assignment and payment of staff; and program

e" a'""''''7101;
.-..73111r..1.4--,
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implementation through visits to every classroom involved in any phase

of government-funded programs.

Special audits are performed to meet special needs. For example, an

audit of all health service components of programs, of all mobile instruc-

tional laboratories, or of the proper assignment of personnel in a

program might be audited during a given week. Although these program

components are to be spot-checked at each general audit, a more compre-

hensive audit of them is sometimes required.
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AUDIT EXCEPTIONS

An audit exception is a discrepancy which exists between the proposal

and its implementation. For example, if a teacher is provided for a

tutorial program, but his services are not used for that purpose, a

violation exists, since most government-funded programs are designed to

supplement, rather than supplant, local programs. The following are general

directions concerning audit exceptions. They apply to virtually all

government-funded programs, and information concerning these should be

checked during each audit visit.

Staffing is checked at every visit to see that the
information at the central office coincides with that
of the school and to determine whether there are any
unfilled positions. Conformity of staff use is also
checked.

Accounting procedures for professional personnel in
government-funded positions are checked. Teachers
should be charged to the correct account.

Delivery of supplies and materials and prompt processing
and return of invoices and receiving reports are checked
during each visit.

Lists of participating pupils and daily programs for
both teachers and aides are checked to determine if the
number of students is as stipulated and if the staff is
used in accordance with the guidelines.

Enrollment and observed attendance are noted.

A spot-check of records of one or two students in each
class is made in order to determine whether they are
eligible for p ?rticipation. Requirements for eligibility
are listed in the guidelines.

Current equipment inventories are required for all
government-funded programs. Equipment must bear labels
indicating the funding source. Some programs have
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special decals which are required for purposes of
identification. A spot audit of inventories should be
ongoing throughout the year.

Equipment purchased for government-funded programs
should be readily available to the teachers in the
program so that it can be effectively used.

Books and kits purchased for government-funded programs
should be stamped with identifying information. Mate-
rials purchased for these programs are to be used in
the program for which they were purchased and should be
in evidence and in use in these programs. ESEA Title II
materials should be spot-checked at every school to
see that they are properly labeled.

Evidence of the supplementary nature of the program
should be checked.

Report of Audit Exceptions

Auditors of government-funded programs complete their report at the

conclusion of the audit and submit the report to the coordinator of

program audit. It then becomes the coordinator's responsibility to

analyze the report to note any discrepancies; check program guidelines

thoroughly to verify noted discrepancies as actual discrepancies;

prepare a report of these discrepancies; and submit the report to the

administrator of the Department of Government Funded Programs who then

transmits these data to the appropriate line officer for correction.

It is the responsibility of line administrators to correct program dis-

crepancies.

In addition, the report is transmitted to bureau heads within the

department and to other appropriate staff so that they may be aware of

problems as early as possible and work to improve the services of the

central office staff in those aspects of the program which are

managerial in nature.
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BENEFITS OF AUDIT

Internal program audits should result in fewer violations of

guidelines. A.common understanding of and commitment to guidelines should

lead to early implementation of programs to serve children. All adminis-

trators should work together, to ensure program compliance with guide-

lines and program implementation at the earliest possible data.. If,

when programs become operative, it is shown that some component of the

design is unrealistic or impossible to implement, immediate steps should

be taken to remedy the situation. Only through a structured program

audit will the mechanism for correcting errors or misjudgments in

program design be established.

Several kinds of guidelines exist for funded programs: those issued

at the federal level in the legislation authorizing the program; those

implicit in state and city officials' interpretations of the acts and

their amendments; and those developed at the local level for program

implementation. If guidelines are not closely followed by the personnel

implementing government-funded programs, no meaningful evaluation is

possible, and there is no objective way to determine the success or

failure of a program.

In the early days of government funded programs, guidelines were not

always immediately available or, if available, their interpretations by

state and city officials were often late in coming. Therefore, at the

inception of government-funded programs, officials of school systems some-

times implemented programs in accordance with their own interpretation of the

proposal. Experience has shown that through audit there is a more common

, - :!"?
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interpretation of the intent of the legislation as well as an interpretation

of the method in which programs must be implemented to conform :o the man-

date of the funding agency.

All activities of a school system should result in improved educa-

tional benefits for children. Sometimes it is difficult to see a meaning-

ful and positive relationship between the technical aspects of management

and the improvement of educational opportunities for the child in the

classroom. If that relationship does not exist, however, the activity is

invalid.

In program audit, however, a concommitant relationship exists

between the function and the children. While value judgments are not

within the scope of the auditors, the information gathered through audit

leads to improvement in programs for the benefit of the child. Early

feedback based on teachers' and principals' comments concerning the

effectiveness of the program allows for immediate amendments or total

modifications for the next fiscal year through planning sessions in

which staff and community are involved. When these results occur, the

children benefit.
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USE OF PROGRAM AUDIT FOR TOTAL OPERATION

Accountability is strengthened when internal program auditing is used

throughout a school system. The techniques developed by the Depart-

ment of Government Funded Programs are easily adaptable.

Several steps precede the inauguration of such a program. Establish-

ment of goals and objectives not only of program audit itself, but also

of subject areas, is one such step. This can be accomplished by assigning

to the task personnel with expertise in the field, by submitting sugges-

tions of this task force to a larger group for recommendations and

revisions, and, finally, by disseminating information regarding all

elements of the proposed program to school and community affected by

its inauguration as each step progresses. Whatever threat is posed by

the adoption of a monitoring system may easily be dispelled by open and

frank discussions through workshops and inservice meetings and through

frequent communications, possibly through bulletins, which reiterate

the rationale behind the adoption and the gains to be received by all

concerned.

It should be emphasized that accountability can only be achieved

through systematic checks and balances and that an ongoing analysis of

the various functions of a school system, including that of the admini-

strative function, by staff of the system leads to overall improvement.

Since this is a cooperative effort toward total accountability, whatever

changes are necessary to accomplish the end can be made quickly, and,

since program audit uses the talents of staff who perform this function

in addition to their regular duties, costs are reduced to a minimum.
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Finally, if large and small school systems throughout the nation

were to adopt a policy of internal program auditing, several educational

benefits would accrue to all. Among these benefits are the following:

In funded programs, school systems and the state would
more likely be in accord in the interpretation of guide-
lines and there would be greater consistency in the imple-
mentation of programs.

Where many school systems were finding legislation and
resultant guidelines unrealistic more pressure could be
bro4ht to bear upon legislators and government officials
to make realistic changes.

An exchange of ideas among school systems concerning suc-
cessful monitoring procedures for all educational programs
as well as techniques employed Lc analyze and improve
operations would improve the efficiency of school systems
and enhance accountability.

Educational program audit on a national scale could well
become a tool through which efficient management of
school systems and quality educational programs in every
school might evolve so that every child in the United
States might meet his full potential.

1
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APPENDIX

The following program audit questionnaires were designed by staff

of the Department of Government Funded Programs.

The first is used for all Title I programs as well as for other funded

programs.

The second is typical of questionnaires for programs having additional

specifications which are not common to all programs.

21 -
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DEPARTMENT OF GOVERNMENT FUNDED PROGRAMS 123

Program Audit Checklist

General Information

School Auditor(s)

Activities

STAFFING

Date

a. Does staffing at the school coincide with our staffing information? List
any discrepancies.

b. List by activity any unfilled positions.

Professional Paraprofessional
Activity Position No. Activity

c. Are teachers charged to the correct position numbers? Verify four teach-
ing position numbers by asking the teachers in what activity they are
working and checking the division openings for these.

2. MATERIALS SUPPLIES EQUIPMENT

a, Approximately what percent of the materials and supplies were not delivered
as of the audit date?

b. Did the materials for structured reading programs arrive on time? If not,

indicate the activities for which they were not delivered.
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c. List materials and numbers of purchase orders over the amount of $100 that
have not been delivered as of the audit date. Give the date of the
requisition. (Comprehensive audit cnly)

d. List equipment and the purchase order numbers that have not been delivered
as of the audit date. Give the date of the requisition.

e. Please remind the principal that invoices must be returned

f. Is there an updated inventory of equipment? Spot-check at

immediately.

least four items.

g. For structured programs is the equipment necessary for the operation of
the activity functioning and located in its appropriate setting?

3. COMMUNITY INVOLVEMENT

a. Is there a separate advisory council for government-funded programs?

If not, how often are government-funded programs discussed at regular
council meetings?

b. When and how frequently does the advisory council meet?

c. How many members are on the council?

d. What percent are parents?

4. INSERVICE

a. What %service do professional and paraprofessional personnel in govern-
ment-funded programs receive?

.111111.01Ww--.4re,". "*- ,11r -11413 . 1.019,41 - MP,. ,./~(1W-: 4 11 "....11.4A . r.
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b. Briefly describe your inservice programs for government-funded personnel.

5.

c. Who conducts the inservice?

DISSEMINATION

How is information concerning government-funded programs disseminated?

(Have the principal fill out the form prepared by Editorial and Communi-

cation Services.)

6. CLASSROOM OBSERVATION

The information pertinent to the following questions is to be filled in

on the form provided. Directions concerning use of this form are printed on

its reverse side.

a. Check test scores of one or two eligible pupils in each class to determine

whether they meet eligibility guidelines.

b. Is staff used in conformity with stipulated guidelines? (If not, note

discrepancies.) Check schedules of teachers and paraprofessionals.

d. Is equipment for the program properly labeled? Check for items.

d. Is equipment available for classroom use?

e. Check for conformity and availability of instructional materials with the

correct activity. Note this on the form provided.

f. According to the teacher's class list and daily time schedules, how many

children are being served daily in each class? Note observed attendance.

g. Are there time conflicts which reduce the time the child participates in

the core programs. List them.
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h. Are books properly labeled with the information concerning the funding
source and in evidence in the classroom?

i. Are the Title I participants involved in other Title I activities? Indicate

this in.the column labeled Observed Supportive Services. List the numbers c

pupils so involved.

j. Are Title II materials properly labeled and is there an inventory of these?
(These are to be in the school library with the teacher librarian)

7. COMMENTS

a. Principal's comments.

b. Auditor's comments. Do the programs appear to be operating within guidelines?
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DEPARTMENT OF GOVERNMENT FUNDED PROGRAMS

Program Audit Checklist

Head Start

School Auditor(s)

Activity Date

1. List any unfilled positions.

129

2. Is the staff being utilized according to guidelines?

3. Were two volunteers present?

Check volunteer schedule and time sheet. Total volunteer time

should be 60 hours per week.

4. Check the inservice schedule. Teachers and aides are to have the

equivalent of three hours of inservice per month.

5. Is there an updated inventory of equipment? Are items properly

labeled?

6. Check nutritional program.. Is food served family style in the

classroom? Is staff at the tables with the children during the

nutrition program? Is staff eating the same food and drinking

the same beverage as the children?

7. Check medical - dental services. Have. examinations been given?

Scheduled?

8. Spot check every fifth enrollment form to determine whether the

pupil, meets the means test. (Copies of the fee schedules and the

enrollment form are attached). Indicate any discrepancies below

or write "none", if none exist.
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9. Indicate daily class schedule:

BEST COPY AVAILABLE

AM Starts PM Starts

AM Ends PM Ends

10. AM Enrollment Observed Attendance

PM Enrollment Observed Attendance

(*) No pupils are to be enrolled .if the family income
requires a fee.

9/7/73
DJ:ap

130



RULES AND REGULATIONS mincupy AMIABLE

Head Start Fee Schedule, Monthly Charge 131

annual Number of children In family

income 1 2 3 4 5 6 7 8

-$4,320 0 0

1-4,575 X X
6-4,900 $2.50 $2.50
1-5,225 5.00 5.00
6-5,550 7.50 7.50
1-5,875 10.00 10.00
6-6,200 12.50 12.50
1-6,525 15.00 15.00
6-6,850 19.00 19.00
1-7,175 23.00 23.00
6-7,500 27.00 27.00
1-7,825 31.00 31.00
6-8,150 41.00 41.00
1-8,475 51.00 51.00
6-8,800 61.00 61.00
1-9,125 71.00 71.00
6-9,459 87.00 87.00
1-9,775 103.00 103.00
610,100 119.00 119.00
1-10,475 135.00 135.00

26-10,750
1-11,075
6-11,400
It-11,725
-12,050

51-12,375
76-12,700
01-13,025

.

26-13,350
51-13,675
76-14,000
01-14,325

0
X

$2.50
5.00

0
X

7.50 $2.50 0

10.00 5.00 X
12.50 7.50 $2.50 0

15.00 10.00 5.00 X
19.00 12.50 7.50 $2.50 0

23.00 15.00 10.00 5.00 X
27.00 19.00 12.50 7.50 $2.50 0
31.00 23.00 15.00 10.00 5.00 X
41.00 27.00 19.00 12.50 7.50 $2.50
51.00 31.00 23.00 15.00 10.00 5.00
61.00 41.00 27.00 19.00 12.50 7.50
71.00 51.00 31.00 23.00 15.00 10.00
87.00 61.00 41.00 27.00 1.9.00 12.50
103.00 71.00 51.00 31.00 23.00 15.00
119.00 87.00 61.00 41.00 27.00 19.00
135.00. 103.00 . 71.00 51.00 31.00 23.00

119.00 87.00 61.00 41.00 27.00
135.00 103.00 71.00 51.00 31.00

119.00 87.00 61.00 41.00
135.00 103.00 71.00 51.00

119.00 87.00 61.00
135.00 103.00 71.00

119.00 87.00
135.00 103.00

119.00
135.00

atutory maximum allowable fee charge is marginal. No fee will be asricased.

---To snow for higher costs of living in Alaska and Hawaii, multiply family"
e by 0.8 and 0.87, respectively, and correlate the lowered income figure with
fee. This variation complies with the statutory language mandating that the
chedule must be based upon the ability of thefamily to pay. A family with
more children enrolled shall pay one full fee for the first 2 children, and
rcent of that full fee for each additional child. The above fee ge-hedule

ies to, both farm and nonfarm families. A family whose ability to pay has
impaired because of unusual medical and dental expenses or unusual casualty
eft loss(es) shall be eligible for a reduction on fee charge if the amount
usual expenses exceeds 10 percent of the annual gross family income.

8,86 Stat. 690 (42 U.S.C. 2809 (a) (1)); sec.602 (n), 78 Stat. 530 (42 U.S.C.
)); Delegation of Authorities to Secretary of Health, Education, and

34 FR 11398)

tive date.--The regulations in this section shall be effective April 16, 1973..
d April 11, 1973. Caspar W. Weinberger, Secretary



WALL cr.riv$ - aucAGo =MIME ON Up AN OPPORTUNITY

CHILDREN'S simv3c3 DIVISION 132
ENrolni,nr.m.r Form BEST COPY AVAILABLE

r PROGRAM:
MEAD START-Half Day
EAD START-Full' Day
ITLE IV-A-Full D..ly

ITLE IV-A-Before/Arter School
ITLE IV-A-Infant Care

IlLD S NAME

3. SITE ADDRESS

5. BIRT11DATE 6. SLX

AS CHILD PREVIOUSLY ATTE:ID1Z A IIEADSTART or DAY CAREROGRAM ? YES If yes, Location:
0 NO Men:

ETHNIC ORIGIN
Black Puerto Rican

White Ilex. American0 Oriental Other Latin
American
Indian ..,..ARENT/GUARDIAN N."%1 LE

ILD LIV1:S WITH:

Both Mother &
Father

Mother

Father

uardian

10. HOME ADDRESS

113. HEAD OF HOUSEHOLD

Father

Mother

Guardian

Other
USEEOLD MEMBERS:

N A

14. l'AMILY INCOME

ZIP 11. HOME PHONC

Number
in

TOTAL ANNUAL INCOME Household

15. i.)1-n'c.E(S) OF INCOME:
13 Private Employment Social Security

Government Employment Other BenefitsPublic Assistance 1:3 Other
Ammimm..111nomr .........

HIGHEST GRADE
BIRTHDATE CO:IPLETEDther

ther

ldrer,

EMPLOYED

Yes No

17. SLIDING kEE SCALE

Yes

If "Yes",
Amount
Paid
Monthly $

No

1383

I declare that the above statements are true and complete.

DATE:

:1/ 41Mr r .



APPENDIX #4

PROGRAM AUDIT

GOVERNMENF FUNDED PROGRAMS SUMMER READING CENTERS
AR1134

Area District DATE BEST COPY AVAILABLE

SCHOOL OBSERVER

PROGRAM ACTIVITY

Items in the following checklist indicate whether the operation of the program is in

conformance with the proposal andfoderal and state guidelines. This report will

serve to identify any misinterpretations or deviations which may lead to an audit

exception.

I. Staff
X.Allocated positions filled

1. Professional

2. Paraprofessional

II. Pupils
A. Eligible for participation

B. Grade level as specified

C. Number as specified

D. Nonpublic pupil participation

III. Program
A. Organization of classes

1. Small group

2. Individualized

3. Grouped and regrouped for instruction

B. Materials and equipment

1. Ordered

2. In use

3. Supplementary

4. Relevant

Instruction
1. Planned in terms of goal attainm3nt

2. Directed to meet special needs
and interests

3. Provides opportunity for frequent
pupil /teacher interaction

YES NO
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1 4. Appropriate and varied utilization
a. Approaches

b. Materials

c. Equipment

D. Evaluation
1. Standard tests of achievement admin.

2. Attitudes and behavior scales
administered

3. Status of ongoing 'valuation

a. Type

b. Frequency

c. Quality

IV. Atmosphere
A. Orderly and attractive

B. Functional room arrangement adaptable to
pupils' needs and interests

C. Interest centers
1. Appropriate for age and grade level

2. Utilized effectively
3. Providing stimulating experiences

and materials
D. Displays

1. Meaningful

2. Current

3. Functional

4. Attractive

V. Supportive Services

A. Participation
1. Cluster Closed-Circuit Television

2. Outdoor Education and Camping

3. Field Experiences

4. Health Services

5. Inservice on Wheels

6. School-Community Identification

ES

135

NO

a-



VI. Inservice Program

A. Regularly scheduled
1. Local

2. District

3. Area

B. Provided by
1. School administration

2. Staff assistants

3. Other (Specify)

C. Provides for joint participation of pro-
fessionals and paraprofessionals

D. Type
1. Lecture
2. Demonstration

a. Group meetings

b. Classroom

E. Objectives
1. Appropriate

2. Realistic

3. Well-defined

F. Effective in achieving objectives (evalua-
tion of local administration)

VII. Parental and Community Involvement

A. Advisory Councils
1. Established

2. Conformity with formula

a. Percentage of parents

b. Community leaders

136
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3. Regular scheduled meetings

a. Weekly

b. Bi-monthly

c. Monthly

4. Activities

a. Discussions

b. Guest speakers

c. Demonstrations

d. Classroom visitations

B. Involvement
1. Assessment of needs

2. Determination of priorities

3. Evaluation of exsting programs

4. Planning and evaluation new programs

C. Sign off sheets

VIII.Dissemination of Information

A. Type.

B. Distribu;ion

General Comments

137

YES NO

I



School

Activity

DEPARTMENT OF GOVERNMENT FUNDED PROGRAMS

Audit Information Sheet
First Visit 1971-72

Auditor

Date

138

1. Does the staffing at the school coincide with our staffing information?

List any discrepencies by activity.

2. List any unfilled positions by activity:

Professional Paraprofessional

Position Number Activity Activity

3. What was the actual attendance in each class at the time you visited?

Room No. Observed Attendance

4. According the the teacher's class list and daily time schedule, how many

children are being served daily in each class?

Room No. Daily Membership

5. Was staff utilized in conformity to with stipulated guidelines. If not,

note the discrepencies.

6. Was there an updated inventory of equipment? Was it properly labeled?

Was it in a place accessible to the program?

7. Was there an updated inventory of textbooks, kits, etc.? Were they stamped

with identifying information?
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8. Was the staff being utilized for recess, lunch, or office duty?

9. Are invoices being processed and returned to us promptly?

1 Principal's comments or suggestions.

11. Auditor's comments or suggestions.

139



Area

DEPARTMENT OF GOVERNMENT FUNDED PROGRAMS

Program Audit - Summer Reading Centers

District Date

School Observer

140

Program Activity

Items in the following checklist indicate whether the operation of the program is

in conformance with the proposal and federal and state guidelines. This report

will serve to identify any misinterpretations or deviations which may lead to an

audit exception.

I. Staff
A7---Allocated positions filled

1. Professional

2. Paraprofessional

B. Proper staff utilization

II. Pupils,

A. Eligible for participati,

B. Grade Level as specified

C. Number as specified

D. Nonpublic pupil participation

III. Program
A. Organization of classes

1. Small Group

2. Individualized

3. Grouped and regrouped
for instruction

B. Materials and equipment

1. Ordered

2. In use

3. Supplementary

4. Relevant

YES Na COMMENT



a
C. Instruction

1. Planned in terms of goat
attainment

2. Directed to meet special
needs and interests

3. Provides opportunity for
frequent pupil/teacher
interaction

4. Appropriate and varied
utilization
a. Approaches

b. Materials

c. Equipment

-2-
141

YES NO COMMENT

Evaluation
1. Standard tests of achieve-

ment administered
2. Attitudes and behavior

scales administered
3. Status of ongoing

evaluation
a. Type

b. Frequency

c. Quality

IV. Atmosphere
A. Orderly and attractive

B. Functional room arrangement
adaptable to pupils' needs
and interests

C. Interst centers
1. Appropriate for age

and grade level

2. Utilized
effectively

3. Providing stimulating
experiences and
materials

D. Displays
1. Meaningful

2. Current

3. Functional

4. 'Attractive



V. Supportive Services
A. Participation

1. Cluster Closed-Circuit
Television

2. Outdoor Education and
Camping

3. Field
Experiences

4. Health
Services

5. Inservice on
Wheels

6. School-Community
Identification

VI. Inservice Program!

A. Regulary scheduled
1. Local

2. District

3. Area

B. Provided by
1. School administration

2. Staff assistants

3. Other (Specify)

C. Provides for joint partici-
pation of professionals and

D. Type
1. Lecture
2. Demonstration

a. Group meetings

b. Classroom

E. Objectives
1. Appropriate

2. Realistic

3. Well-defined

F. Effective in achieving objec-
tives (evaluation of local

administration)

-3-

YES

142

NO COMMENT

41,
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VII. Parental and Community Involvement
A. Advisory Councils

1. Established
2. Conformity with formula

a. Percentage of parents

b. Community leaders

3. Regular scheduled meeting
a. Weekly

b. Bi-monthly

c. Monthly
4. Activities

a. Discussions

b. Guest speakers

c. Demonstrations

d. Classroom visitations

B. Involvement
1. Assessment of needs
2. Determination of

priorities
3. Evaluation of existing

programs
4. Planning and evaluating

new programs

C. Sign-off sheets

VIII Dissemination of Information
A. Type

B. Distribution

General Comments:

-4- 143

YES NO COMMENT



School

DEPARTMENT OF GOVERNMENT FUNDED PROGRAMS

Program Audit Checklist

General Information

ESEA Title I

Activity

144

APPENDIX #5

Auditor(s)

Date

a. Does staffing at the school coincide with our staffing information?

List any discrepancies.

b. List by activity any unfilled positions.

Professional Paraprofessional

Position Number & Activity Activity

c. Are teachers charged to the correct position number?

2. a. Approximately what percent of the materials and supplies were not
delivered as of the audit date?

b. List materials and purchase order numbers over the amount of $100

that have not been delivered as of the audit date. Give the date

of the requisition.
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2. c. List equipment and purchase order numbers that have not been

delivered as of the audit date. Give the date of the requisition.

d. Are invoices or packing slips being processed and returned to the

Division of Administrative Services promptly?

3. Is there an updated inventory of equipment?

4. a. What is the extent of community involvement in the program?

b. Is there a separate advisory council? If not, how often are

government-funded programs discussed at regular council meetings?

c. When and how often are council meetings held?

d. How many members are on the council?

e. What percent are parents?



.3-
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5. a. What inservice do professional and paraprofessional personnel in

government-funded programs receive?

b. Who provides the inservice?

6. How is information concerning programs disseminated?



)
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7. According to the teachers' class lists and daily time schedules, how

many children are being served daily in each class? Note observed

attendance.

Activity Grade/Room Number Enrollment Observed Attendance

-.4

I
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8. Check test scores of one or two pupils in each class to determine
whether they meet eligibility guidelines.

9. Is staff used in conformity with stipulated guidelines? If not, note

discrepancies. Check schedules of teachers and paraprofessionals.

10. a. Is equipment for the program properly labeled?

b. Is equipment available for classroom use?

11. Are books stamped with identifying information and in evidence in the
classrooms?

12. Are Title II library materials properly labeled, and is there an
inventory of these?

13. Comment on supportive services you observed.

14. Principal's comments.

15. Auditors' comments.



DEPARTMENT OF GOVERNMENT FUNDED PROGRAMS

Av'it Information Sheet

Model Cities

School Auditor

Activity Date

149

1. Does staffing at the school coincide with our staffing information?

List any discrepancies by activit:;.

2. List any unfilled positions by activity.

Professional Paraprofessional

Position Number Activity Activity

3. a. Have orders for supplies, materials, and equipment been submitted?

b. List materials which have not been received within two months of
the date of the order.

4. Are invoices being processed and returned to us promptly?

5. a. Do paraprofessionals live in the target area?

b. How is this determined?
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150

6. a. Was there an updated inventory of equipment?
7

b. Was equipment properly labeled?

c. Was equipment readily available for classroom use?

7. Were books stamped with identifying information?

8. Are instructional aides attending college classes regularly?

9. Are teacher aides being utilized according to guidelines? If not,

note discrepancies.

10. Are instructional team leaders being utilized according to guidelines?

11. Describe the activities of the medical and dental components. If

they are currently at the school observe teams in action. How many

children were served daily? Have examinations been given? Scheduled?

12. a. According to the teacher's class list and daily time schedule, how
many children are being served daily in the schome?

b. How were the children selected?
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13. Describe the activities of the parent component in the schome.

14. Principal's comments.

15. Auditor's comments.

1

I

151
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DEPARTMENT OF GOVERNMENT FUNDED PROGRAMS

Audit Information Sheet

Model Cities

School Auditor

Free Breakfast
Inservice Date

1. Is there an updated inventory of non-expendable property?

2. Are the proper decals affixed to Model Cities property?

3. Have the inservice plans been formulated? Check the schedule.

I



School

MODEL CITIES PROGRAM
AUDIT INFORMATION SHEET

Activity

Auditor(s)

Date

153

1. What time did the Food Handlers report to work?

2. How many Food Handlers are employed?

3. How many Lunchroom Porters are employed?

4. Are you over staffed, under staffed or neither? Comments.

5. Describe what the Food Handlers and/or Porters were actually doing at
the time of your visit.

6. Is a weekly manpower report called in to the District Office each Friday?

7. What is the average number of children served daily?

8. What was the actual number of children participating at the time you
visited?

9. What was the menu at the time of your visit?



School

-2-

Activity

10. What was the amount of throw-away (food).

11. Is there an updated inventory of non-expendable property?

12. Are the proper decals affixed to Model Cities property?

154

13. Is the Breakfast Program suspended for teacher in-service training?

If so, how often?

14. Have the inservice plans been formulated? Check the schedule.

15. Has the school ordered any consumable supplies for the Breakfast
Program under Model Cities?

16. Has the school established a regular procedure for parents meeting

the income eligibility requirement to make affidavit for free meal
services di. Lhe same time children are being enrolled?



School

DEPARTMENT OF GOVERNMENT FUNDED PROGRAMS

Audit Information Sheet

Gifted Program

Activity

Auditors

Date

155

Starting Date of No. of Students

Program by Grade

1. Does the program present an. offering in place of
rather than in addition to the student's regular
program? Yes No

2. Are children placed out of certain aspects of
the regular program as a consequence of gifted
program participation? Yes No

3. Is a multiple identification and selection criteria
being used in the program? Yes No

4. Do identification and selection factors include
objective data?

5. Do the identification and selection practices meet
the minimum criteria stated in the original
proposal?

Yes No

Yes No

6. Does the number of students in the program approxi-
mate the number of students stated in the original
proposal? Yes No

7. Are the students involved in the program at least
150 minutes per week? Yes No

8. Do the activities in the program take place during
the regular school year? Yes No

9. Does student participation in the program activities
seem generally to be high? Yes No

10. Are materials and services being purchased necessary
to the activities which comprise the program? Yes No
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11. Does the teacher in the program have access to all

materials purchased specifically for the program? Yes No

12. Are provam funds being utilized mainly for program
development rather than program maintenance? Yes No

I



DEPARTMENT OF GOVERNMENT.FUNDED PROGRAMS

Audit Information Sheet

ESEA TITLE I - Focus Area Schools

School Auditor

Activity Date

157

1. Does staffing at the school coincide with our staff information?

List any discrepancies by activity.

2. List any unfilled positions by activity.

Professional

Position No. Activity

Paraprofessional

Title Activity
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3. Has all testing been completed and have the tests been returned?

158

4. Has a list of identified Title I pupils participating in the various
programs been submitted to Research and Evaluation?
Due date was October 29.

5. a. Have orders for supplies, materials, and equipment been submitted?

b. List materials which have not been received within two months
of the date of the order.

6. Are invoices being processed and returned to us promptly?
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7. What was the actual attendance in each class at the time you visited?

Activity Grade/Room No. Observed Attendance

8. According to the teacher's class list and daily time schedule, how
many children are being served daily in each class?

Activity Grade/Room No. Observed Attendance

MO

9. Check test scores of one or two pupils in each class to determine

whether they meet eligibility guidelines.

10. Was staff utilized in conformity with stipulated guidelines?

If not, note discrepancies.

11. a. Was there an updated inventory of equipment?

b. Was the equipment properly labeled? (If there is no inventory

tell the prinicpal that printouts and instructions for an

inventory will be made available after January 1972.)

c. Was equipment readily available for classroom use?
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12. Were books stamped with identifying information and utilized by

the Title I teacher?

13. Was the staff being utilized for recess, lunch, or office duty

more often than other teachers and aides? Check daily programs.

14. Principal's comments or suggestions.

15. Auditor's comments or suggestions.

160
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16. a. Please c..iient on supportive services that you observed

on the day of the audit.

b. Are books for Horizons Ahead being used in the program and
are they properly labeled?

161
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DEPARTMENT OF GOVERNMENT FUNDED PROGRAMS

EEA Programs Audit Information Sheet

School Auditor

Date

1. Does the staffing at the school coincide with our staffing

information? List any discrepencies.

2. List any unfilled positions:

3. Was staff utilized in conformity with stipulated guidelines?

If not, note the discrepencies.

4. Was the staff being utilized for recess, lunch, or office duty?
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5. Has there been any counseling of the participants?

6. Have any interviews been scheduled for the participants?

7. Principal's comments or suggestions.

8. Auditor's comments or suggestions.

163



School

DEPARTMENT OF GOVERNMENT FUNDED PROGRAMS

Follow Through Programs Audit Checklist

Auditor

Activity Date

1. List any unfilled positions.

164

2. Is the staff being utilized according to guidelines?

3. Were volunteers present?

Check volunteer schedule and time sheet. Total volunteer time should
be 60 hours per week.

4. Check the inservice schedule. Teachers and aides are to have the
equivalent of three hours of inservice per month.

IR

5. If there an updated inventory of equipment? Are items properly
labeled?
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6. Check medical - dental services. Have examinations been given?

Scheduled?

7. Indicate daily class schedule for Kg:

AM Starts

AM Ends

PM Starts

PM Ends

8. Indicate daily schedule for primary grades.

165

9. How often does Parent Advisory Council (PAC) meet?
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DEPARTMENT OF GOVERNMENT FUNDED PROGRAMS

EPDA Programs Audit Form

School Auditor

Date

1. Was the weekly schedule checked?

2. Are there unfilled positions? How many?

3. Are the participants carrying a sufficient class load?

4. What was the attendance level at the classes?

5. Were 75% of the participants Model Cities area residents?

6. Were there 25% spanish-speaking residents participating?



School

DEPARTMENT OF GOVERNMENT FUNDED PROGRAMS

Program Audit Checklist
General Information

Activities

Auditor(s)

Date

167

APPENDIX #6

1. STAFFING

a. Does staffing at the school coincide with our staffing information?
List any discrepancies.

b. List by activity any unfilled positions.

Professional Paraprofessional

Activity Position No. Activity

c. Are teachers charged to the correct position numbers? Verify

four teaching position numbers by asking the teachers in what
activity they are working and checking the division openings

for these.

2. MATERIALS, SUPPLIES, EQUIPENT

a. Approximately what percent of the materials and supplies were not

delivered as of the audit date?

b. Did the materials for structured reading programs arrive on time?

If not, indicate the activities for which they were not delivered.
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Program Audit Checklist

168

c. List materials and numbers of purchase order over the amount of

$100 that have not been delivered as of the audit date. Give the

date of the requisition. (Comprehensive audit only.)

d. List equipment and the purchase order numbers that have not been

delivered as of the audit date. Give the date of the requisition.

e. Please remind the principal that invoices must be returned immediately..

f. Is there NI updated inventory of equipment? Spot-check at least

four items.

g. For structured programs, is the equipment necessary for the operation

of the activity functioning and located in its appropriate setting?

3. COMMUNITY INVOLVEMENT

a. Is there a separate advisory council for government-funded programs?

If not, how often are government-funded programs discussed at

regular council meetings?

b. When and how frequently does the advisory council meet?

C. How many members are on the council?

d. What percent are parents?

4. INSERVICE

a. What inservice do professional and paraprofessional personnel in

government-funded programs receive?

b. Briefly describe your inservice programs for government-funded

personnel.

I
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Program Audit Checklist

c. Who conducts the inservice?

169

5. DISSEMINATION

How is information concerning government-funded programs disseminated?
(Have the principal fill out the form prepared by Editorial and
Communication Services.).

6. CLASSROOM OBSERVATION

The information pertinent to the following questions is to be filled
in on the form provided. Directions concerning use of this form are

printed on its reverse side.

a. Check test scores of one or two eligible pupils in each class to
determine whether they meet eligibility guidelines.

b. Is staff used in conformity with stipulated guidelines?
(If not, note discrepancies.) Check schedules of teachers and

paraprofessionals.

c. Is equipment for the program properly labeled? Check for items.

d. Is equipment available for classroom use?

e. Check for conformity and availability of instructional
materials with the correct activity. Note this on the form

provided.

f. According to the teacher's class list and daily time schedules,
how many children are being served daily in each class? No',,e

observed attendance.

g. Are there time conflicts which reduce the time the child
participates in the core programs. List them.
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Program Audit Checklist

h. Are books properly labeled with the information concerning the
funding source and in evidence in the classroom?

170

i. Are the Title I participants involved in other Title I activities?
Indicate this in the column labeled Observed Supportive Services.
List the numbers of pupils so involved.

j . Are Title II mateirals properly labeled and is there an inventory
of these? (These are to be in the school library with the
teacher librarian.)

7. COMMENTS

a. Principal's comments.

b. Auditor's comments. Do the programs appear to be operating within

guidelines?

)



Columns i through 6

Selection of Pupils

Staff Use

Labeled Equipment

Stamped Books

Appropriate materials

171

AUDITOR'S INSTRUCTIONS

Classroom Observation

- Record the room number, grade, activity,
daily enrollment, class enrollment, and
observed attendance for each room with

. a government-funded program.

- Check the test scores of one or two pupils
in each class to determine whether they
meet eligibility guidelines. Use "Yes" or

"No" in column. Explain discrepancies
under "auditor's comments."

- Note any discrepancies observed in the use
of staff using "C" for conformity and "N"
for non-conformity. Explain discrepancies
under "auditor's comments."

- Is equipment properly labeled?

- Are the books stamped with identifying
information?

- Are Title I materials available in the Title
I class? If programs are structured are
the designated materials being used? Use

"Yes" or "No" in the column. Explain
discrepancies under "auditor's comments."

Observed Supportive
Services - Comment on supportive services observed.

Title II Library Materials

9/6/73

DJ/JF/p

- Are Title II library materials properly
labeled, and is there an inventory of these?
(These are to be checked in the school
library with the teacher-librarian.)
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DEPARTMENT OF GOVERNMENT FUNDED PROGRAMS

Program Audit Checklist
Head Start

173

School Auditor(s)

Activity Date

1. List any unvilled positions.

2. Is the staff being utilized according to guidelines?

3. Were two volunteers present?

Check volunteer schedule and time sheet. Total volunteer time should

be 60 hours per week.

4. Check the inservice schedule. Teachers and aides are to have the

equivalent of three hours of inservice per month.

S. Is there an updated inventory of equipment? Are items properly labeled?

6. Check nutritional program. Is food served family style in the classroom?

Is staff at the tables with the children during the nutrition program?

Is staff eating the same food and drinking the same beverage as the

children?

7. Check medical - dental services. Have examinations been given?

Scheduled?

8. Spot check every fifth enrollment form to determine whether the pupil

meets the means test. (Copies of the fee schedules and the enrollment

form are attached.) Indicate any discrepancies below or write "none,"

if none exist.

9. Indicate daily class schedule:

AM Starts

AM Ends

PM Starts

PM Ends

(n. No pupils are to be enrolled if the family income requires a fee.)

9/7/73
DJ:ap
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Head Start Fee Schedule, Monthly Char m 174

BUT COPY AVAILABLE

gross annual Number of Children in Famil

amily income

0- 4,320
4,321- 4,575

4,576- 4,900
4,901- 5,225
5,226- 5,550

5,551- 5,875
5,876- 6,200

6,201- 6,525

6,526- 6,850

6,851- 7,175
7,176- 7,500

7,501- 7825
7,826- 8,150
8,151- 8,475

8,476- 8,800
8,801- 9,125

9,126- 9,459

9,460- 9,775
9,776-10,000
0,101-10,425
0,426-10,750
0,751-11.075
1,076-11,400
1,401-11,725
,726-12,050

2,051-12,375
2,376-12,700

5

0 0

X X

2.50 2.50 0

5.00 5.00 X

7.50 7.50 2.50 0

10.00 10.00 5.00 X

12.50 12.50 7.50 2.50 0

15.00 15.00 10.00 5.00 X

19.00 19.00 12.50 7.00 2.50

23.00 23.00 15.00 10.00 5.00

27.00 27.00 19.00 12.50 7.50

31.00 31.00 23.00 15.00 10.00

41.00 41.00 27.00 19.00 12.50

51.00 51.00 31.00 23.00 15.00

61.00 61.00 41.00 27.00 19.00

71.00 71.00 51.00 31.00 23.00

87.00 87.00 61.00 41.00 27.00

103.00 103.00 71.00 51.00 31.00

119.00 119.00 87.00 61.00 41.00

135.00 135.00 103.00 71.00 51.00

119.00 87.00 61.00

135.00 103.00 71.00
119.00 87.00
135.00 103.00

119.00
135.00

6

0

X
2.50 0

5.00 X

7.50 2.50 0
10.00 5.00 X

12.50 7.50 2.50

15.00 10.00 5.00
19.00 12.50 7.50

23.00 15.00 10.00

27.00 19.00 12.50
31.00 23.00 15.00

41.00 27.00 19.00

51.00 31.00 23.00
61.00 41.00 27.00

71.00 51.00 31.00

87.00 61.00 41.00

103.00 71.00 51.00

119.00 87.00 61.00

2,701-13,025 135.00 103.00 71.00

3,026-13,350 119.00 87.00

3,351-13,675 135.00 103.00

3,676-14.000 119.00

4,001-14,325 135.00

- Statutory maximum allowable fee charge is marginal. No fee will be assessed.

TE--To allow for higher costs c.c living in Alaska and Hawaii, multiply family income by

Ylo 0.87, respectively, and correlate the lowered income figure with the fee. This

riation complies with the statutory language mandating that the fee schedule must be

-sed upon the ability of the family to pay. A family with 2 or more children enrolled
all pay one full fee for the first 2 children, and 25 percent of that full fee for each

ditional child. The above fee schedule applies to both farm and nonfarm families. A

mily whose ability to pay has been impaired because of unusual medical and dental

penses or unusual casualty or theft loss(es) shall be eligible for a reduction on fee

arge if the amount of unusual expenses exr-eeds 10 percent of the annual gross family

come.

lc.8,86 Stat. 690 (42 U.S.C. 2809 (a) (1)); Sec.602 (n), 78 Stat.530 (42 U.S.C. 2942 (n));

egation of Authorities to Secretary of Health, Education, and Welfare, 34 FR 11398)

lective date--The regulations in this section shall be effective April 16, 1973.

ted April 11, 1973 Caspar W. Weinberger, Secretary
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PROGRAM:
HEAD START-Half Day
HEAD START -full Day

TITLE IV-A-Full Day
TITLE IV-A-Before/After School

TITLE IV-A-Infant Care

. AGENCY

ttrF 1:(Z6latin21ON)
. SITE

CHILD'S NAME

. SITE ADDRESS

5. BIRTHDATE G. SEX 7. ETHNIC ORIGIN
Black 0 Puerto Rican

hite m AmericanD ax. AericanW

Oriental 1,..9 Other Latin
American
Indian

HAS CHILD PREVIOUSLY ATTZNDED A HADSTART or DAY CAVE

PROGRAM ? OYES If yes, Location:
ONO When:

. PARENT/GUARDIAN NAME

CHILD LIVES WITH:

Both Mother &
Father

Mother

Father

Guardian

10. HOME ADDRESS

13. HEAD OF HOUSEHOLD

Father

Mother

Guardian

Other

11. FAMILY INCOME

ZIP 11. HOME PH=

Number
in

TOTAL ANNUAL INCOME. Household

15, SOVRCE(S1 OF INCOME:
Private Employment 0 Social Security

Government Inployment Other Benefits

Public Assistance Other

HOUSEHOLD NZ-- `..L:HIS:

Mother
NAME

i

. .
17. SLIDING a.sE SCA:I

!

HIGHEST GRADE ..1.71-MED
0 Yes No

BIRTHDTEI CO:TLETED Yes No

Children

cYnmics

If hies",
Amount
Paid
Monthly $

CUED:

C/CCUO-1383

declare that tho above statements arc true and complete.

DATE:

.

"WS
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DEPARTMENT OF GOVERNMENT FUNDED PROGRAMS

Audit Information Sheet
Bilingual - Bicultural Programs

School Auditor(s)

Activity Date

1. Are there any unfilled position? If so, list them below:

Professional Paraprofessional

2. Provide the following information for the government-funded teachers:

Name Bilingual Bicultural Position Number

Yes No Yes No
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3. Provide the following information for government-funded aides:

Name Bilingual Bicultural

Yes No Yes No

MOMIINI

1111

lipm1 11.IIMIA

4. Are the aides servicing the teachers and students in the bilingual

program?

5. Do you have a state-funded community representative for the bilingual

program? If so, give his (her) name.

6. List the names of the board-funded teachers in the bilingual program

as part of the school's maintenance of effort.

7. What percentage of instructional materials, non-textual materials, and

equipment have been ordered? Received?

8. Are the items mentioned in #8 properly labeled with either of the

following stamps:

ACQUIRED THROUC47

STATE BIL. PROC. I

BOARD or EDUCATION

CITY of. CHICAGO

loptir %vv. 41

". 1141.1610.10~0410414~11.10.14,11.0PrOP.41~-10 0.1".11..

( ...ACQUIRED THROUI-1
!TITLE v'il fit

4.

DOARD CF PE DUCAT:Gil

sa,p1~, Ar AO/6A
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9. List purchase order numbers and dates of requisitions for materials and

equipmont of $100.00 or more that have not been delivered as of the

audit date. (Omit requisitions that were submitted within 30 days.)

10. Is there an updated inventory of equipment?

11. List rooms that have equipment available for classroom use.

12. Briefly describe the extent of parent involvement at the bilingual center.

13. How many times has the bilingual advisory council met this year?

List the dates.

14. What percentage of the members are parents of the children in the

bilingual program?

15. What percentage of the members of the advisory council are bilingual/

bicultural?

16. List some of the activities in which students in the bilingual center

are integrated with students in the regular program.

17. How often do personnel in the bilingual program receive inservice?
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18. Who provides the inservice?

179

19. Describe the methods of disseminating information about the bilingual center.

20. Check schedules of teachers and paraprofessionals. Have copies of these

schedules been sent to the Division of Special Language Services?

21. List those instances, if any, in which staff cannot be used in conformity

with the guidelines. Explain why.

22. Complete the following enrollment/attendance form for all the teachers,

government and board-funded that are in the bilingual program. Refer to

the teacner's crass list and daily time schedules. Indicate the number

of children being served daily in each class. Note observed attendance.
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Grade
I Room
Number Teacher's flame

Daily
Enrl.

Class

Enrl.

Observed
Attendance

Type of
Half-Day_Full-Dq.

Program

23. Principal's Comments:

24. Auditor's Comments:



School

Date

DEPARTMENT OF GOVERNMENT FUNDED PROGRAMS
PROGRAM AUDIT CHECKLIST

Auditor(s)

181

APPENDIX #8

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *

I. Staffing

A. Does staffing at the school coincide with our staffing

information?
B. List any discrepancies.

C. List, by activity, any unfilled positions.

Professional
Act. # Position Pos. #

Paraprofessional
Act. # Position

D. Are teachers charged to the correct position numbers?

(Verify four teaching position numbers.)

Activity Teacher Position #
,

3:

4.
,

II MATERIALS, SUPPLIES, EQUIPMENT

A. What percent of the materials, supplies or equipment have not

arrived?
Materials 4 Supplies % Equipment

B. Additional comments:

C. List purchase order numbers and the date of the requisition

for all educational material and equipment that has not been

delivered as of the audit date.

Items P. 0. 4 Date of Req. fi-mount
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Program Audit Checklist School

II. MATERIALS, SUPPLIES, EQUIPMENT (con't)

D. Comments:

182

III. EQUIPMENT INVENTORY

A. Is there an updated inventory of equipment?
B. Spot-check at least four items:

# Item Serial # Location

2.

3.

_.

4.

C. Additional comments:

IV TITLE II MATERIALS

A. Is there an inventory of Title II library materials available?

B. Are the Title II library materials stamped?

V. SUPPORTIVE SERVICES (Obtain the following information for the supportive

services at the school from the principal. If the school does not have
the activity, place a check in the "Does not apply" box.

A. Field Experiences: Does not apply

1. How many trips have been taken?

2. How many children have been served?
3. How many trips are scheduled?
4. How many ch:ldren will be served?
5. Additional comments:

B. Outdoor Education: Does not apply

1. When did/will the children go to camp?

2. How many children were/will be served?

3. Additional comments:

C. School-Cor.munitv Identification: Does not apply

1. Is there a list of the 35/70 Title I students being served

by the program?
2. Are thc. identified students involved in a Title I reading

activity?
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Program Audit Checklist

V. SUPPORTIVE SERVICES (can't)

3. Briefly describe the school-community representatives'
daily activity and the amount of time devoted to each activity:

School
183

Activity of Day

4. Additional comments:

D. Health Services: Does not apply

1. When did/will the health team visit your school?
2. How many children were/will be served?
3. Additional comments:

E. Mobile Instructional Laboratories: Does not apply

1. Fill in the appropriate spaces:

Tne Frequency Day of Week
Science

Arts_am.
Art

2. Additional comments:

F. Student Eligibility:

1. Were the children served by the supportive services involved
in a Title I reading program?

2. Additional comments:

B. Comments on Other Supportive Services:

VI. COMMUNITY INVOLVEMENT

A. Is there a separate advisory council for government-funded

programs?
B. If not, how often are government-funded programs discussed at

regular council meetings?
C. When and how frequently does the advisory council meet?
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Program Audit Checklist School

VI. COMMUNITY INVOLVEMENT

D. How many members are on the council?

E. What percent are parents?
F. Additional comments:

184

VII. INSERVICE

A. What inservice do professional and paraprofessional personnel in

government-funded programs receive? (Fill in appropriate spaces.)

Type Frequency Conducted by

Local

Area
Central Office
Other

B. Additional comments:

VIII.DISSEMINATION

How is information disseminated about the program?

Yes No Number

A. Newsletters

B. 3rochures (produced by school)

C. Visits from parents/others
D. Presentations at community

meetings
E. Local newspaper releases
F. Radio and TV
G. Other (specify)

IX. PRINCIPAL'S COMMENTS

IMMIN

IN.11=6

111

A. Are you satisfied with the guidelines of the program operating in
your school?

B. Would you like to make any specific suggestions for the modifica-
tion of any of the programs?

Program Suggested Modification

C. Additional comments:
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APPENDIX #9

Audit - Managerent Information Form
Key for Recording Audit Exceptions

Each line is to be used for recording audit exceptions for a single activity.
The first four items (Unit, Visit Number, Date and Auditor) need not be
repeated on following lines unless there is a change (see attached example).

Specific Coding Instructions:

Unit Number - Enter school unit number

Visit - Enter number of school visit. This can be determined
from the number of previous visits in the folder.

Date - Enter date of the audit (mm yy).

Auditor - If oneaduitor was from field staff; place a "1"
in the Auditor column.

Activity - Place the fund number (6 or 7) under the F; place
the budget activity code in the next two columns.

For each of the following types of audit exceptions place a "1" in the
appropriate column if the exception occurred for the specific activity
listed on the same line:

Implementation

Student Selection

Staff
Vacancies

Staff
Use

Materials

Supplies

PR if professional
PAR-PR if paraprofessional

PR if professional
PAR-PR if paraprofessional

A - not ordered
8 - not received
C - not stamped or labeled
D - not available
E - inappropriate
F - no inventory

A - not ordered
B - not received
C - not stamped or labeled
D - not available
E - inappropriate
F - no inventory



Equipment

Enrollment

-2-

A - riot ordered

B - not received
C - not stamped or labeled
D - not available
E - inappropriate
F - no inventory

Title II Materials A - not available
B - materia: , not stamped

Audio' Visual

Inventory

Community
Involvement

Inservice -

A - not available
B - not current
C - not accurate

A - no advisory council
B - inadequate parent involvement
C - no discussion of GFP

none or inadequate

186
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S S I

During the past several years, federal and state governments have significant-
ly increased their support for innovative educational programs. These new
opportunities have brought with them additional responsibilities for school
systems, to make certain that the funds are used effectively and properly.
As a result, educators have needed to develop new techniques for assessing
the effectiveness of these government-supported programs.

Monitoring of programs is one technique which can be used by school
systems to assure government agencies that the programs are being properly
implemented. The program audit system described in this book is one
method of monitoring programs. Its use will, I am sure, lead to improved
educational programs for the children we serve.

James F. Redmond

Vu
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PREFACE

This work is the outgrowth of three years' experience by the Department
of Government Funded Programs in developing and refining a system for
program audit. As such, it reflects the procedures and practices we
have developed for use in a large urban school system.

We have not attempted to present a blueprint for creating a program
audit system. Rather, each school system must develop its own, tailored
to fit its particular size, organization, and needs. Instead, we have tried
to share our ideas, methods, practices, and procedures--drawn from our
experiences--as a guide to other school systems interested in program
audit.

We hope that this book proves helpful to other educators seeking to im-
prove their educational programs.

James G. Moffat

IX
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The purpose of this handbook is both to encourage school administrators
to establish a program audit system as one means of monitoring their
educational programs and to provide a working guide to setting up a
program audit system, based upon the experience of the Chicago public
schools' Department of Government Funded Programs.

WHY MONITOR

The need for monitoring the operation of educational programs is acute.
Most educators today are aware of the public's increasing concern for
"educational accountability." Federal, state, and city governments and
private foundations are increasing their support for special educational
programs and expect an educational, financial, and administrative
accounting. Educational accountability can be achieved in part by
monitoring programs continually.

Another important reason, however, for continually monitoring is that it
can contribute to the improvement of programs by providing accurate,
up-to-date facts about many aspects of the programs. The continual
feedback of information will enable administrators to modify or chance
programs while they are operating. In short, continual monitoring can
help solve problems when they are developing.

WHO MONITORS

Monitoring can be conducted either by school district staff or by indepen-
dent monitors. The latter offer demonstrable objectivity, which lends
credence to their reports. There are commercial enterprises that can pro-
vide this service, but it is costly and frequently cannot readily supply
administrators with tie necessary feedback. Funding agencies also have
generally monitored programs to determine their adherence to regulations,
but only after the programs have been in operation for some time.

In contrast, continual monitoring by school staff members offers both
cost savings and early information about the program. This internal moni-
toring can serve to complement the independent, external monitoring of
program operation, achievement, and finances that a school district is

either required or desires to conduct.

3
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WHAT IS MONITORED

Ideally, all programs should be monitored in order to improve them so as
to provide all students with the best education possible. Certainly, any
programs that have been developed in measurable terms, with specific
product and process objectives, are capable of being monitored.

Government-Funded Programs. At the least, nonlocally funded programs
supported by federal, state, or city g vernment agencies need to be moni-
tored. Most agencies require some kind of program evaluation and
auditing. Furthermore, continual monitoring of these programs is one of
the best ways to ensure that they operate as they were intended, that the
best possible results are achieved, and that exceptions to agency guidelines
are corrected early. This last point is particularly important since, if riot
discovered until the end of the school year, such exceptions to guidelines
could result in the loss of reimbursement for program expenditures.

Since this handbook is based on the experiences and practices of the
Department of Government Funded Programs in conducting government-
funded program audits, the discussion is limited to these types of programs:
However, the procedures and practices presented could easily be adapted for
auditing other types of educational programs.

Program Elements. These special, government-funded programs are devel-
oped with the support, and according to the regulations and guidelines,
of federal, state, or city government agencies. In receiving funds for
these programs, school districts are, in effect, entering into a contractual
arrangement with the funding agency: in return for financial assistance,
the school district agrees to implement an educational program approved
by the funding agency, to achieve certain stated educational results.

Although different agencies have different mandated requirements de-

pending on the legislation under which they operate most require
similar elements in the proposed educational programs. Of these, the
following are of concern in program monitoring, since they constitute
the subjects of auclvi and evaluation:

Performance Objectives The proposed educational results,
stated in behavioral terms and subject to measurement

ProcedAs and Activities How the results are to be achieved:
staff duties, the number of pupils to be served, the length of
time they are to be served, and the kinds of materials to be used

5

/ 202
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Evaluation Design The method of determining if the procedures
and activities have attained the objectives

Staff Development The means of preparing program staff to
carry out the procedures and activities

Community Involvement The continuing participation of
parents and community members in the planning and operation
of the program

Expenditures The uses made of the allocated funds.

In addition, programs funded by government agencies must supplement the
educational efforts of the school district. They may not replace or supplant
the district's obligations to each student.

HOW TO MONITOR

There are three methods of monitoring these elements of government-
funded programs: fiscal audit, product and process evaluation, and program
audit. Each of these is concerned with a specific part of programs; together
they provide a system of comprehensive, continual monitoring.

Fiscal audit reviews the propriety of the expenditure of funds allocated
to the program. Evaluatio.i is concerned with the program's results as
compared to its projected objectives and with the effectiveness of the
various procedures and activities of the program design. Both of these are
well-established and school administrators are no doubt familiar with them.

Program audit, a relatively new phenomenon, is concerned with system-
atically comparing program operation with program design. It seeks any
discrepancies between the design and the implementation of the program.
It does not judge the quality cf effectiveness of any aspect of the program,
but locks for incipient or developing problems so that they can be solved
early.

In the following sections of this book, information on how to develop
a program audit system is presented: Chapter II describes the scope, pur-
pose, and value of program audit; Chapter III indicates how and where
program audit has been developed in the Chicago public schools; and
Chapter IV presents a detailed method for developing a system of program
audit.
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SCOPE

Before an internal prtaram audit system can be developed, its scope and
limits need to be understood. It is called "program" audit because it con-
centrates on the programmatic elements. Auditors examine the operation
of the program to see that the terms of the contract are being met and
maintained, and that the intentions of the legislation, the regulations and
guidelines of the funding agency, and the policies and procedures of the
school district are being followed.

Program auditors examine the implementation of the procedures and ac-
tivities that were set forth in the program design. They seek to ascertain if
teachers and other staff members have been selected, trained, and assigned
to appropriate activities; if the students have been selected according to
the criteria specified in the program design and assigned to the appro-
priate classes or activities; if the necessary materials, equipment, and
supplies have been ordered, received, properly labeled, and put to the
intended use; if the specified instructional and other activities have been, or
will be, implemented on time; if the evaluation design is being implemented
as scheduled; if the proposed staff development program is being conducted;
if expenditures are being properly classified according to the school dis-
trict's and the funding agency's accounting procedures; if the parents and
community are being involved in the program on a continuing basis and
as stated in the program design; and finally, if the program is supplementary
to the regular school program.

Program auditors do not make value judgments. They do not audit expen-
ditures, achievement of the stated performance objectives, nor the nature,
methods, or quality of the teaching or the instructional activities. Program
auditors do not recommend changes in the program. Their sole function is
to i,..r,entify any discrepancies between program design and program opera-
tror., and call tale to the attention of the staff members responsible for
operating the program.

PURPOSES

Program audit has three major purposes. The first is to help pinpoint dif-
ficulties encountered by program staff members in implementing a program
design. Since government-funded programs are supplementary, they usually

11
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involve special activities and procedures, differing from the regular school
programs to which the principal and teachers are accustomed. New pro-
grams particularly are likely to involve unfamiliar or untried procedures.
Furthe ore, conditions affecting the program may have changed in the
time between designing and implementing it. Consequently, difficulties can
occur in implementation.

Program auditors help in making the program fully operational by identify-
ing problems and referring them to the appropriate administrator. By
this means, early correction can be undertaken and the program can
function more smoothly and effectively.

The second purpose of program audit is to make certain that all widelines
and regulations are met, and that a:I parts of the contract with the funding
agency are fulfilled. Government-funded programs are subject to several
kinds of regulation. Federal programs, for instance, are based upon
legislative acts that place specific obligations and restrictions upon recipients
of the money. Federal agencies like the Department of Health, Education,
and Welfare develop regulations and guidelines for programs, based upon
the legislation. State and city officials often develop interpretations of
the federal regulations and guidelines. Government-funded programs are
also subject to the established policies and procedures of the school dis-
trict's governing body.

Principals, teachers, and paraprofessional staff may not be familiar with
all the applicable requirements, regulations, guidelines, policies, proce-
dures, and rules; consequently, violations could occur. Program audit
can identify these violations, thus contributing to a more accurate inter-
pretation of the way in which programs must be implemented to conform
to the mandate of the funding agency. Program audit, then, should result
in fewer violations of guidelines.

The third purpose of program audit is to provide information to program
planners and administrators which they can v,se in designing next year's
program or other similar programs. Implementation problems may be
caused by deficiencies in the program design; program audit can point
out these deficiencies early. Since modifications in program design for
next year must be made well in advance, end-of-year data would not be
available to program planners and administrators when they need it.

VALUE

The value of internal program audit is fourfold. It helps narrow the gap
between intentions and results by providing early detection and correction

13
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of problems. It contributes to full and effective use of the allocated re-
sources financial, material, and personnel. It ensures adherence to agency
guidelines and other requirements, thereby avoiding a loss of reimbursement
of funds as a result of violations identified by the funding agency in its
own audit. Finally, it aids in the improvement of the program's design for
subsequent years. The ultimate value, of course, is that program audit helps
educators provide students with better educational programs.

15
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The Chicago public school system was one of the first in the country to
develop systematic procedures for monitoring the implementation of
government-funded programs. In 1971, the Department of Government
Funded Programs of the Chicago Board of Education established a Division
of Program Audit, with the responsibility for auditing the programmatic
elements of government-funded programs.

The establishment of this division enabled the department to determine
the degree to which government-funded programs were being implemented
according to guidelines and program designs, and provided administrators
with accurate, current information for improving programs.

The significance of this action can be better appreciated by looking at the
organization and responsibilities of the Chicago public schools, and par-
ticularly of the Department of Government Funded Programs.

CHICAGO PUBLIC SCHOOLS

The Chicago public schools consist of approximately 600 elementary,
secondary, and special schools, accommodating well over a half-million
students who are served by over 28,000 teachers with the assistance
of nearly 17,000 other personnel. As part of the Board of Education's
policy of decentralization of administrative authority and responsibilities,
the city is divided into three "areas" and twenty-seven "districts." The
school system is administered by the "line" officers: principals, district
superintendents, area associate superintendents, the deputy superintendent,
and the general superintendent. These are the people who operate the
schools, each one being responsible for decisions at his administrative level.
The principal is responsible for the implementation of all programs, both
regular and government-funded, in his school.

Each administrator has the services of "staff" people, who provide advice,
technical and planning assistance, and other supportive aid. There are
staff people at each rdministrative level. In the central office, the general
superintendent and the deputy superintendent are assisted by sixteen staff
departments. Staff personnel do not have direct administrative respon-
sibility for educational programs; only the line administrators da.
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The accompanying chart shows the administrative organization of the
Chicago public schools.

DEPARTMENT OF GOVERNMENT FUNDED PROGRAMS

The great increase in federal and state financial aid to education that began
in the 1960's led to the establishment by the Chicago Board of Education
of the Department of Government Funded Programs. The responsibility
of the department is to provide managerial, financial, and technical service
to line administrators, rarticularly principals, in all phases of developing
and operating government-funded programs. The department's specific
responsibilities include the following:

Serving as the contact between all funding agencies and the
Chicago public schools

Identifying sources of funding for programs developed by schools

Providing technical assistance to schools in developing programs
for potential funding

Advising schools implementing government-funded programs of
all requirements, regulations, and guidelines of the funding
agencies

Providing financial management service to ensure that funds are
appropriately and efficiently expended

Providing managerial service to ensure appropriate implemen-
tation of programs by schools

Providing assessment service to government-funded programs

Providing for the dissemination of research data and information
concerning government-funded programs

Conducting continual program audit to make certain that pro-
grams are implemented according to the funding agency's gu ide-
lines and the program design.

These responsibilities are fulfilled by seven bureaus (and their divisions)
of the department. Six of these are program assistance bureaus (e.g., Early
Childhood Programs) that provide managerial aid to schools operating or
developing particular programs. One bureau provides technical aid to all

Pei
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schools requesting it. Program audit is conducted by the latter, the Bureau
of Departmental Program Coordination, which also provides aid in the
development, financial management, and assessment of government-funded
programs.

The department does not develop or operate educational programs. The
line-staff structure enables the department to avoid auditing its own ac-
tivities. Consequently, it is able to conduct program audits that are
internal within the school system and yet objective.

The accompanying chart shows the organization of the Department of
Government Funded Programs.

DIVISION OF PROGRAM AUDIT

Program audit as it was described in the previous section is conducted for
all government-funded programs in the Chicago public schools by the
Division of Program Audit. The division's responsibilities include the
fo!loViing:

Developing program audit methods and procedures

Coordinating the program audits with the schools

Devising the necessary instruments (checklists, questionnaires,
etc.) for auditing programs

Selecting, training, and scheduling program auditors

Supervising the actual program audits

Analyzing the program audit results, noting discrepancies or
audit exceptions, and reporting these to the appropriate line
administrator.

The work of the Division of Program Audit is coordinated with that of
other bureaus and divisions in the department: program managers (the
heads of program assistance bureaus) are regularly informed of audit
results for the programs they assist; the Division of Research and Evaluation
uses data collected by the program audits in assessing the degree of achieve-
ment of the programs. This interchange of information contributes to the
efforts of the department to assist principals in improving their programs.
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The process of conducting program audit involves three stages: a) planning
and developing a program audit system, including devising instruments and
selecting and training personnel for auditing; b) establishing procedures
for auditing, including assigning auditors, preparing for the audit, and
developing techniques; and c) processing audit exceptions, including
identifying, reporting, correcting, and checking exceptions. Before exam-
ining these stages in detail, it will be useful to distinguish the types of
program audits that can be conducted.

TYPES OF PROGRAM AUDITS

Although different school systems operating different kinds of government-
funded programs will need to determine their own program audit needs, four
types of audits are likely to occur frequently. The Department of Govern-
ment Funded Programs has defined them as follows.

Preliminary. The first type is the preliminary audit. It is conducted during
the first three weeks of school, when the programs are getting under way.
Its primary objectives are to determine if the program is properly staffed, if
the students have been properly selected and enrolled, if the required
materials, equipment, and supplies have been received or ordered, and if
instruction has bequh. The preliminary audit is limited to verifying
that the program has ben implemented according to the program design
and funding agency guidelines. It is designed to indicate to the principal
and program manager any problems that are impeding complete and proper
implementation. The necessary information can usually be obtained in the
school office.

Comprehensive. The second type is the comprehensive program audit. It
involves a reexamination of the elements audited the first time as well as
personal observation of all program classes. The comprehensive audits are
begun the fourth week of school. All programmatic elements are audited,
by observation and by examining records, to determine if the program is
fully operational and conforms to guidelines.

Auditors first check to see if any audit exceptions noted at the first visit
have been corrected. They then examine student records to see if they are
consistent with the criteria for selection stated in the program design.
Classroom attendance books are examined to determine the number of
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students in the program. Materials, equipment, and supplies are checked
to see if they are available, appropriate, and being used. Teachers' and other
staff members' records and schedules are examined to determine if they
are properly assigned and used. Students' schedules are studied, and classes
observed, to determine if the activities stated in the program design are
being conducted. Testing records are examined to see if the evaluation
design is being implemented properly and on schedule.

Follow-Up. The third type of program audit is the follow-up. Begun in
midyear, it is conducted selectively. Its purpose is to determine that ex-
ceptions noted in previous audits have been corrected. Usually, only those
schools widich had audit exceptions are visited. The auditors can note
corrections, can confirm previous findings, or occassionally can detect new
exceptions. All results are reported and further follow-up audits conducted
as needed, until all exceptions have been corrected.

Special. These three types of audits are all that are necessary for most pro-
grams. However, a fourth type is occassionally required: the special audit.
This is conducted during a given week to meet a particular need or to
examine a particular element of a program or programs at all schools.
Supportive activities such as health services or field trips may be examined,
or the assignment of personnel may be checked. These elements would have
been checked as part of the comprehensive audit; the special audit, however,
is an intensive, detailed examination of an isolated element.

PLANNING THE PROGRAM AUDIT SYSTEM

Steering Committee. It is particularly helpful to have a committee com-
prising "staff" people, program administrators, and program teachers, from
the inception of a program audit system. The steering committee's function
is to provide advice on the development of procedures and materials for
conducting program audits, and to aid in the refinement of the system.

School Coordination. A successful program audit system requires the sup-
port and cooperation of the principals and program staff. Consequent4*,
early and continuous communication between the program audit administra-
tor and the principals and other "line" officers who will be concerned with
the program audits is essential. This can be accomplished in part through
the steering committee, which includes some program personnel
or better, a personal latter can be sent to each principsi, explaining the
purpose of program audit, what they can expect of the auditors, and the
way in which audit remits will be reported to them. Another technique is
to conduct periodic meetings with program staff, explaining program audit,

223
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and soliciting their reactions and suggestions. It is important that prin-
cipals and program staff understand that it is the implementation, not the
quality, of the program which is being audited.

Program Information. The program audit staff needs to gather complete in-
formation on all programs: the schools that have programs, the sources of
funding, the applicable regulations and guidelines of the funding agencies,
and the program designs. This information can be assembled into an infor-
mation bank, to which program audit staff can refer in planning the audit
schedules.

Program Audit File. Drawing on the program information bank, a file can
be started for each school having a program. This file would contain a fist
of all programs in the school and a description of each, copies of the
program design, and copies of all peev;ILE., audit reports. A duplicate
can be provided to the auditors when they visit the school.

Program Audit Materials. A variety of information and audit instruments
may be required by the auditors, depending upon the specifics of a given
program and the needs of each school system. Five items are likely to
be needed in most program audit systems:

General information sheet summarizing all applicable agency
requirements for a program

Summary of the program design, indicating staffing, number and
type of students, required materials, and description of the ac-
tivities

Instructions to the auditors on procedures

Program audit checklist, covering all programmatic areas

Classroom observation form.

Samples of these materials, developed, field tested, and revised by the
p Division of Program Audit of the Department of Government Funded

Programs, are included as an appendix. These can be adopted, adapted,
or adjusted :o suit the needs of a school district.

Selecting Auditors. It is usually not feasible to maintain a staff of full-
time program auditors. Therefore, the most practical approach is to
use professional "staff" personnel. In Chicago, all teacher certificated
staff members of the Department of Government Funded Programs
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serve as program auditors for an average of one-half day a week. Pro-

fessional personnel of other staff departments can also be used.

Training Auditors. If part-time program auditors are used, the program
audit staff must develop and conduct a training program. In the Depart-
ment of Government Funded Programs, inservice meetings for prospective
auditors are held at the beginning of the year and curing the year as
needed. At these meetings, the aims of program audit, the information
sought, and the method of reporting audit findings are discussed. Program
audit materials are distributed and explained, and the program audit file
reviewed and its use explained. The need for familiarity with the guide-
ling* and the program design, and the importance of the auditor's attitude
are emphasized. Auditors are reminded that theirs is a service function:
to obtain information concerning the implementation of the program. It
is emphasized that they are not to judge the quality of the teaching or
of any other aspect of the program.

PROGRAM AUDITING PROCEDURES

Since different situations will require different procedures, it is not prac-
tical to attempt to present a universally applicable set of procedures. The
following items, therefore, represent the practices of the Department of
Government Funded Programs. They are included as examples and sug-
gestions.

Assigning Auditors. For each visit to a school, two auditors are assigned,
which allows them to compare their observations. Efforts are made to
pair an experienced auditor with a new one, and a staff member familiar
with the program and guidelines with a person from an entirely different
program. Different auditors are sent to a school on subsequent visits to
provide a verification of previous reports and to increase the objectivity
of the audit.

Before going to the school, the auditors review the program audit file,
the funding agency guidelines and regulations, previous audit reports and,
most important, the program design, in order to be thoroughly familiar
with all programmatic requirements.

Techniques of Auditing. Principals are not notified beforehand of the
auditors' visit. Therefore, the auditors' first task is to announce their arri-
val to the principal, advise him of their purpose, and solicit his aid and
cooperation. They are expected to conduct the audit with courtesy, tact,
and speed, and to avoid as much as possible disrupting the classes or the
school routine.
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The auditors may talk with the principal, the assistant principal, or the
program coordinator, and with any teachers, teacher aides, other para-

prnfessionals, or school staff necessary. They examine or spotcheck any

rellAant records: order forms, daily schedules, students' records, purchase

orders, or other documents. Inventories of equipment and materials are

examined and items sampled for proper labeling. All program classrooms

are observed. All information is recorded on the appropriate forms.

Auditing Activities. The precise items to be audited depend upon the type

of audit being conducted. At some point all of the following activities will

be performed, using the program audit instruments:

Staffing is checked to determine whether all positions have been
filled, all personnel are charged to the correct accounts, and all
personnel are assigned solely to the duties prescribed in the pro-
gram design.

Student records are checked to ensure that the correct number

of students are enrolled in the proper activities, and that stu-
dents have been selected according to the criteria in the program

design.

Test records are examined to determine if the approved evalua-

tion design is being implemented according to schedule.

Materials, equipment, and supplies are checked to see that the
appropriate items have been ordered or received, and properly
labeled according to the funding agency's requirements, and

are being used yulely in the program's activities.

Expenditure records are checked to ensure that all items are
properly coded and charged to the correct account.

Pre$eivice and inservice activity records are examined to deter-

mine if the prescribed staff development program is being

implemented.

Participation of parents and community members either infor-
mally or through community groups is noted, to determine the

extent of community involvement.

All program activities are checked to ensure that they are sup-
plementary to the regular school program.
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Upon the completion of their visit, the auditors prepare their report and
submit it to the Division of Program Audit. The information is then
analyzed by the division staff and all audit exceptions noted. These

will be either discrepancies between the program's design and implemen-
tation, or violations of funding agency guideline* and regulaiiuns, or
school district policies and procedures.

The program audit staff prepare reports on all audit exceptions for each
program in a school. These reports aro sent to the principal and appro-
priat, line administrator, who are responsible for correcting the identified
discrepancies and violations.

In addition, the reports are sent to the appropriate program assistance
bureau heads and other staff personnel involved with the program, so that
they can be aware of the problems and can help the program personnel
solve them.

The final step in the program audit process is the follow-up visit of the
auditors, to make certain that the exceptions have been corrected. The
result of the program audit process should be a significant reduction in
audit exceptions during the course of the year.
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In the three years the Department of Government Funded Programs has

been conducting program audits, considerable progress has been made both
in improving the government-funded programs in the Chicago public schools

and in refining the process and techniques of program audit. During this
time, program audit has come to be recognized as a valuable aid to program
administrators, complementing fiscal audit and pei formance evaluation.
Together, these methods of monitoring have provided a comprehensive,
detailed analysis of how a program is progressing.

The foregoing discussion has been based upon the experience gained in
auditing government-funded programs in one of the largest school systems

in the nation. Inevitably, it reflects some of the problems and policies
particular to this situation.

Recognizing that other school districts will have very different problems

and policies, no attempt was made to present a complete, step-by-step

design for creating a program audit system. Instead, the lessons of the
last three years have been used as the basis for a working guide to program

audit, in the belief that these considerations, suggestions, and ideas would

be most useful to others.
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General Information Sheet
Summary of Program Design
Instructions to Auditors
Program Audit Checklist
Classroom Observation Form
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READING: TOP PRIORITY
ESEA Title I
Fiscal 1974

Allocation and Use of Funds

No less than 70 percent of the funds allocated to a school may be expended for
instructional activities listed under programs I, II. and IV.

No more than 30 percent of the funds may be expended for supportive services
activities listed under Program M.

Only those pupils who are participants in an instructional activity may receive
supportive services.

Expenditures for each pupil participant should be between $500 and $700.

In the event that all funds allocated to a local school are not expended, the funds
will be used in the 1974 Title I summer programs.

Activity Selection

The local school selects, purchases, and implements the activities which best
meet the needs of its pupils.

Title I personnel of the school are determined by the ESEA Title I activities se-
lected. The number of teachers and teacher aides depends upon the activity
selected. Example: only the selection of Activity 032School-Community Identi-
fication provides a school-community representative.

The number identifying each activity is also the budget number of the activity.
The number appears on each information sheet just before the title of the activity.
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The attached Activity Information Sheets have been prepared to assist Title I
schools by providing information about each specific activity offered for local
selection.

Compatibility

It is recommended that schools select reading activities having instruction ma-
terials cor,:patible w;th the local .w;hool basal reading materials.

Supplementary Aid

Title I activities must supplement, not supplant, Board of Education services or
instruction materials at the local school.

Pupil Selection

Categorical Aid. In no instance may all pupils at a given grade level in a school
be served by Title I activities.

Criteria for pupil selection are specified in each activity's description in Read-
ing: Top Priority, Fiscal 1974.

Eligible nonpublic school pupils participate in the activities under conditions
stipulated by tederal and state guidelines.

Instructional Time

Participating pupils receive daily instruction in the activity. (See specific
activity narrative.)

Teachers and teacher aides devote full time to the activity to which they are
assigned.

Coordinator. A school having at least five Title I teachers may use the ser-
vices of a Title I teacher assigned to a small group or tutorial reading activity
for one daily period to coordinate all Title I activities. (See specific activity
narrative.)
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Instruction Materials, Supplies, and Equipment

Instruction materials. Only materials specific to the activity may be ordered
and used.

Supplies ordered for the activity should reflect in quantity and kind the num-
ber of pupils enrolled and the instructional focus of the activity.

Equipment provided for the activity must be readily identifiable as ESEA
Title I equipment, used with Title I activities, maintained under reasonable
security measures, and inventoried on an up-to-date basis in each participat-
ing school.

In order to retain the equipment and furniture provided by an activity, a
school must elect to continue the activity. The equipment and furniture issued
to a school not continuing the activity will be transferred to a participating
school.

Orders. Instructions for ordering materials, or equipment required in an ac-
tivity will be sent to participating schools.

Evaluation

Evaluation is mandatary in all Title I activities. The evaluation design is included
at the end of each activity narrative. Information concerning evaluation p.oce-
dures will be sent to the participating schools by the Division of Research and
Evaluation.

Selection Guide Changes

Requests for change of an activity once entered and approved or. a planning guide
will not be honored; therefore, initial selection should be carefully considered.
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ESEA TITLE I: ACTIVITY INFORMATION SHEET

Program I: Developmental and Remedial Reading

Activity 025: Individualized Instruction for Continuous Development Space and
Facility Requirements

K One classroom (if available).
P1-6 One classroom.

Staffing

1 teacher
1 teacher aide to serve each self-contained class on an equal basis.

Pupils

This activity must serve pupils on a categorical basis. In no instance may all
pupils at a given grade level be served by a Title I activity.

Tile 60 most educationally deprived kindergarten pupils are selected as partici-
pants according to activity criteria.

The 31 most educationally deprived P1-Pz pupils and the 34 most educationally
deprived IR-grade 6 pupils are selected as participants according to activity
criteria.
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Instruction Materials and Supplies

Kindergarten Title I provides a locally selected structured program which uses
a specific approach or system to develop readiness skills.

P1-6 Title I provides supplementary instruction materials.

Supplies may be ordered only for use in this activity and must reflect in quantity
and kind the number of participating pupils and the instructional focus of the
activity.

Activity Description

Kindergarten (for every 60 pupils) One Title I teacher and one teacher aide are
provided. Approximately 30 pupils attend the morning session; the others attend
the afternoon session. Each group of 30 is divided into two self-contained classes.
one taught by the board-funded teacher, and one by the Title I teacher.

P1-Pz (for each group of 31 pupils) and iR-6 (for each group of 34 pupils)
One Title I teacher and one teacher aide are provided. Each group is divided
into two self-contained classes, one taught by the board-funded teacher, and one
by the Title I teacher. Teachers are responsible for instruction in all areas of the
curriculum and emphasize instruction in reading.

A complete description of this activity appears in the activity narrative in
Reading: Top Priority Fiscal 1974.

Cost per pupil K $654
P $649

Unit cost K $20,940
P1-6 $20,780
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1. This folder includes:

a. A copy of Instructions to Auditors
b. A copy of the Audit Information Sheet

c. Funding information

d. A bulletin on testing with a copy of the test order form

e. A list of activity numbers assigned to ESEA Fund 7 programs for the
1973-74 fiscal year

f. A copy of a personnel bulletin concerning changes in position numbers.

Prior to your visit, please review the information in this folder, as well as the
guidelines for the activities in the schools you will be auditing.

2. Check the master folders for the schools you will be visiting. They will con-
tain information concerning programs and staffing. You may take the folders with
you, but please return them the same day.

3. As staff personnel, it is our responsibility to establish rapport with the prin-
cipals and clerks at the schools we are auditing. We are in-house personnel who
have come to offer assistance. Our purpose in being at the school so early is to
serve as resource personnel to help funded programs get started smoothly and
with as much cooperation as possible between our department and the schools.

4. When you arrive at the school, check the staffing of both professional and
paraprofessional government-funded positions. Actually look at the time sheets.
Staffing at the school should coincide with the information in the master folder.

Note any discrepancies and list the position numbers for any unfilled professional
positions. List all unfilled paraprofessional positions. Government-funded ESEA
professional positions carry position numbers in the 33,000 through 35,000
series. Model Cities position numbers are in the 16,000 series. All other govern-
ment-funded positions are in the 36,000 series.
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5. Check to see whether tests have been ordered. If the order has not already
been submitted, ask the clerk to forward it immediately.

6. Check to see whether the list of pupils participating in government-funded
programs has been submitted to the Division of Research and Evaluation. If not,
ask that it be forwarded immediately.

7. Remind the clerk that orders for supplies and materials are due September
17. Advise her to keep a special file for government-funded orders. As materials
arrive, they should be checked against the omit and stamped with the proper
stamp. The packing slip is to be stamped properly, signed by the principal, and
re turned immediately. Since most orders are submitted in June, check to see
wrich materials have not arrived, and check to see whether invoices have been
returned.

8. Find out whether the proper stamps are available in the schools.

9. Teachers in government-funded positions carry the government-funded posi-
tion number. This simplifies the control of position number.; at the school. System
seniority policies apply to teachers in government-funded positions as well as to
those in board-funded positions. Clarify this if there is any misunderstanding.
Explain that when a regular teacher is in a government-funded position but car-
ries a board-funded number, board funds pay the higher priced teacher and gov-
ernment funds pay the substitute. A great deal of money will be saved by the
Board of Education if proper position numbers are assigned to teachers. Instruc-
tions for changing a teacher's position number are included in the second section
of this handbook.

If you have any questions, please call the Division of Program Audit, extension
4507. Also, any suggestions you may have will be most welcome.

Please return the completed Audit Information Sheet to the Division of Program
Audit.
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PROGRAM AUDIT CHECKLIST

School

Date

Auditors

************************** * ************ ******* ***** *********************** *****

I. STAFFING

A. Does .staffing at the school coincide with our staffing information?

B. List any discrepancies.

C. List, by activity, any unfilled positions.

Act. #
Professional

Position. Demi. 4

Paraprofessional
Act. # Position

D. Are teachers charged to the correct position numbers? (Verify four teach-
ing position numbers.)

Activity Teacher Position #

1.

2.

I 4.. ..

52



244

BEST WY AVAILABLE

II. MATERIALS, SUPPLIES, EQUIPMENT

A. What percentages of the materials, supplies, and equipment have not
arrived?
Materials Supplies 0,/0 Equipment

B. List purchase order numbers and the date of the requisition for all edu-
cational material and equipment that have not been delivered as of the
audit date.

Items P.O. # Date of Req. Amount

C. Is there an updated inventory of equipment?

D. Check at least four items.

Item Serial # Location

1.

2.
..

3.
4.

E. Comments:

III. TITLE II MATERIALS

A. Is there an inventory of Title II library materials available?

B. Are the Title II library materials stamped?
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IV. SUPPORTIVE SERVICES

(Obtain the following information for the supportive services at the school
from the principal. If the school does not have the activity, place a check in
the "Does not apply" column.)

A. Field Experiences

1. How many trips have been taken?

2. How many children have been served?

3. How many trips are scheduled?

4. How many children will be served?

B. Outdoor Education

1. When did/will the children go to camp?

2. How many children were/will be served?

C. School-Community Identification

1. Is them a list of the 35/70 Title I students being served by
the program?

2. Are the ;dentified students involved in a Title I reading
activity?

3. Briefly describe the school-community representative's daily
activity and the amount of time devoted to each activity:

DNA

Activity % of Day

D. Health Services

1. When did/will the health team visit your school?

2. How many children were/will be served?
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E. Mobile Instructional Laboratories: DNA

1. Fill in the appropriate spaces:

Type Frequency Day of Week

Science
Lang. Arts
Art

F. Student Eligibilityi

Were the children served by the supportive services involved in a Title I
reading program?

G. Comments on Supportive Services:

V. COMMUNITY INVOLVEMENT

A. Is there a separate advisory council for government-funded programs?

B. If not, how often are government-funded programs discussed at regular
council meetings?

C. When and how frequently does the advisory council meet?

D. How many members are on the council?

E. What percentage is parents?

F. Comments.
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VI. STAFF DEVELOPMENT

A. What inservice training do professional and paraprofessional perso:inel
in government-fundea programs receive?

Type Frequency Conducted by
Local
Area

Centrai Office
Other

B. Comments-

VII. DISSEMINATION

How is information disseminated about the program?
A. Newsletters
B. Brochures produced by school
C. Visits from parents or others
D. Presentations at community meetings
E. Local newspaper releases
F. Radio and TV
G. Other (specify)

VIII. PRINCIPAL'S COMMENTS

Number

A. Are you satisfied with the guidelines of the program operating in your
school?
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B. Would you like to make any specific suggestions for the modification of
any of the programs?

Program Suggested Modification

C. Additional comments:
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CLASSROOM OESERVATION FORM

The Classroom Observation Form has been designed as a one-page verification
of program conformance to the guidelines described in the proposal. This infor-
maton will be

The basis for reporting audit discrepancies to the associate superintendents

computerized to allow for immediate retrieval and ur . in evaluating the
programs

disseminated immediately to the appropriate program administrators

the basis for follow-up audits.

The following instructions indicate how to complete the Classroom Observation
Form.

Item Instructions

Activity Number

Room Number

Grades

List the program activities, repeating the activity
number for each classroom, both locally and gov-
ernment-funded, having the activity. For locally
funded classrooms, add "L" after the activity num-
ber.

List t a room number for each classroom.

List all grades taught in each classroom.
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Item Instructions

Enrollment

Observed
Attendance

Pupil Selection

Staffing Vacancies

Use

Instruction Materials
Available

Stamped

Check the class enrollment book of each classroom
to determine the number of students enrolled in the
class. If the activity serves a large number of stu-
dents in smaller groups, record the total number of
students enrolled in the program in the Daily En-
rollment space and the students enrolled in the
period during which the audit is being made in the
Class Enrollment space. If the activity serves a self-
contained classroom, place a dash in the Daily En-
rollment space and the class enrollment in the Class
Enrollment space.

Count the number ot children in the room at the
time of the audit and record that number in the ob-
served attendance column.

Check the records of two pupils in each class to de-
termine whether they meet eligibility guidelines.
Use "yes" or "no" in space. Explain discrepancies.

Place a check after the appropriate item if there is
a vacancy of Teacher, Teacher Aide, or Other staff.

Write "Yes" if the use of staff conforms to guide-
lines, "No" if it does not. Explain any negative en-
tries.

Write "Yes" if the instruction materials for the pro-
gram are available in the classroom, "No" if they
are not.

Write "Yes" if the materials are properly stamped,
"No" if they are not.

1
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Item Instructions

Appropriate

Supplies.

Equipment
Available

Labeled

Write "Yes" if the available materials are those
designated for the program. "No" if they are not.
Explain any negative entries.

Write "Yes" if supplies are available in the class-
room. "No" if they are not.

Write "Yes" if the necessary equipment is available
in the classroom, "No" if it is not.

Write "Yes" if the equipment has been properly
labeled. "No" if it has not.

Os,

Go

16...............
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CLASSROOM OBSERVATION FORM

School Date

Audit Item Classes Observed
Activity Number
Room Number
Grades

Enrollment Daily
Class

Pupil Selection 1

2

Staffing Teacher

Vacancies Teacher Aide
Other

Staffing Use

Instruction Available
edMaterials Stamp,.

Appropriate
Supplies Available

Equipment Available
Labeled

Do the activities appear to supplement rather than supplant local effort?

If not, please explain.

Do the activities appear to be operating according to guidelines?

Explain any discrepancies

Additional comments.
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ADDENDUM TO PROGRRPTA9R1AIRMOOK

Chapter VII - "Data Collection Subcommittee" - describes a computerized
data bank model which has been developed for classifying, collecting, and analyz-
ing data gathered from visiting schools implementing government funded programs
to determine the degree of compliance of the operational program with the proposal
as submitted to the funding agency. The form to be used in collecting this data
during field audits is shown in Appendix #8 and the key for recording is shown in
Appendix #9 of the report.

AU audit exceptions collected from school visitations for the school years
1971-72. '1972-73, and 1973-74 have been transcribed from manual records to tape
input for processing through the Board of Education computer facility. At this
time the data processing program is being debugged prior to the processing and
analyzing of the data for the three school years. Although it is difficult to provide
a specific date for the completion of this task because of problems relating to the
debugging of the program and obtaining priority computer time. the data are avail-
able in their initial form and can be used in the interim for the assessment process.

Attached to this addendum are the following:

1. Flow chart describing the preliminary systems design used for
processing audit data (Attachment #1)

2. Print-out indicating the program descriptions for each of the
three years (Attachment #2)

3. Print-out listing by code the audit exceptions noted in specific
school units for particular activities (Attachment #3).

Evaluative instruments have been developed to assess the effectiveness
of the Guide to Program. Audit. While the first instrument /Attachment i!4)
will measure the frequency of the guide's use and assess the effectiveness with
which the guide did or did not provide solutions to an immediate problem, the
second questionnaire (Attachment 15) will attempt to assess the long range impact
of the guide.

The results of these two methods of evaluation will be helpful for
determining whether or not the guide should be modified on an annual basis.
Inasmuch as the guide has been distributed near the conclusion of the 1973-74
school year. its total impact cannot be reflected until the 1974-75 audit data are
analyzed. It is anticipated that this analysis would be completed during the summer
of 1975.
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Attachment #1

Department of Government Funded Programs
Computerized Audit System
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Atta2
hment #2 "'"
57

CARD I;

1

2

3
4

5

6
7

99EFUND SIX, ACTIVITY NOT SPECIFIED
499FUND SEVEN, ACTIVITY NOT SPECIFIED

6016116113:1EMERGENCY EMPLOYMENT PROGRAt' - SECTICN 5
6026(.2 0i:21:TACTICAL NURSE TRAINING PROGRAM
6136Q3613.%3NE/GI-BCRHCCP YOUTH CORP
646u4 1.:,41vANPOWER BASIC LIT. PROJECT
6056(56..60..:5EMERCENCY EMPLOYMENT PRCGRAM - SECTICN 6

8 6:166'.6 C..:6NDEA - TITLE III
9 60.76D7 Zt.7JOB CORPS

10 60868 t..3PANPCWER CLERK TYPIST TRAINING PROGRAM
11 609609 0..;9PRE-APPRENTICE TOOL AND DIE FAKING PRCGRAM
12 610610 C1CFEDICAL LA1CRATORY ASSISTANT PRCGRAM II
13 611 011PRE-APPRENTICE t-.ETAL WORKING
14 612 )11PRE-APRRENTICE METAL WORKING
15 613 612PACE - bASIC VUC. AND PRE-VCC. TRAIN.
16 614 013LICENSED PRACTICAL NURSE TRAINING PRCGRAM
17 615 014MEDICAL LABCRATnRY ASSISTANT__
18 616 015CLERK TYPIST (P-T)
19 617 617:J160451C ED. AND PRE-VOC. TRAIN. PRCG. II
2U 61861ES17WIN EEA WELFARE DIM. PROGRAM SECTION 9
21 619 id18CRUG PREVENTIO% A;40 CARR. PROGRAM
22 623 G19CRUG EC. SEMINAR FOR PRIN. CF ELEM. SOH.
23 621 02.t IN - CLERICAL SKILLS I

24 622 021PSYCFOLINGLISTICS 2.D. SERIES EVAL.
25 624 022MANPOWER CLERICAL SKILLS
26 625625625D231SREA GIFTEC SERVICE CENTERS TRAINING PRCGRAM
27 61661624EAPLY ACTICN 01-1211RTUNITY CENTERS
28 612 L11PRE-APPRENTICE METAL WORKING
29 626 325OIFT MUSEOLOCY PROGRAM
3C 6286286282J26CIFTEC REPBURSEMENT PROGRAM
31 629 C3ICHILC CEVEL. - H.S. MED/DEN
32 63..163163:122FOLLOw TPROLGH - CENTRAL OFFICE
33 631631631W8FOLLOw ThROUCH
34 632632632,J2,2FOLLO1'* TFROUGH

35 6336l3633,22FOLLr4 TWICLGH
36 634634634:2:-_,RALCw THRCLGH
37 63563563502E1FCLLCW flFRCLCI-;
38 636636 ..2EFOLLCW TFROUGH - OGDEN
39 637637637C2CF0LLCW ThRCLGH - PRICE
40 63R638638(A,PRE-KINDERGARTEN CFILD DEVELOPMENT
41 639 ;.:31cFu( CEVEL. - H.S. PED/DE1 7.-70

42 640C4364,:.;32ADINISTRATION (MODEL CITIES)
M =W 1.~.

43 641 C33NEW CAREERS ICC-PLUS)
44 642642642:A4P,STRUCTIONAL (TAPA CO-PLUS) OAKENWALD NC.

45 643 035COVw.NITY SCHOOLS (CO-PLUS)
46 644 (ALCENTERS FOR ACCUERATING LEARNING
47 645 037POCEL CITIES - CO -PLUS I-EALTH SERVICES
4C 646646 L)38NUTRITILNAL ANC HEALTH SERVICES (CC- PLUS)

49 647t47647C39PRE-SCFCUL (CO-PLUS)
5C 648 :14; IN- SERVICE PROJECT (CO-PLUS)



CARD
NUMBER..

-- 258

BEST COPY AVAILABLE

*---- CARC IMAGE
CARC-

51 649649 u41IV-SERVICE TRAINING PROGRAM
52 639639,A1C1ILC CEVEL. - H.S. NEC/DEN
53 621C43INC. EL. ANC SEC. AUT. ACT.

54 651t51651C44TESL AT SENN
55 652652652(.45pEALINC CENTER AT HESS LGC

56 653653 C46FREE BREAKFAST PROGRAM
57 654 (047LANGUACE ARTS BETHLNC, mANLEY UGC

58 655655C4eLANGUACE ARTS BETHUNE
59 656656C49INSTRUCTIONAL TEAM - OVERTCN
ou 657657 GS,PERFORmA%CE CONTRACT - READING PRCJECT

61 658 t.,51SW0PAEP. CC-oLLS PROGRAM

62 659 Ci51SumMER CC -PLUS PROGRAM
63 66Z66:052INSTPLCTIONAL TEAM HERZL

64 661661:J53CLASSROOx AICES - JOHNSON

65 662662:54INSTkuGTIONAL TEAM TESLA

66 6E3663.:55INSTRUCTIONtl TEAM NCODSON SO.

67 664664:56INSTRUCTIONAL TEAM - STOCKTCN

68 665 057EPCA PART 6-2
69 666666666,,ViPRINCIPALSFIP INTERNSHIP
70 66766766%59RIGFT TO REAC
71 668668 :.6A3REAPPRENTICE TOOL ANC DIE MAKING

72 669669 C61VA HCSP. VNESTSIDE MEO. LAS. ASSIST.

73 670 C62PERSCNNEL SERVING ANC STAFF PRCGRAM_________
74 671t,61JUAN mckEL CAmPoS DISS. PROJECT

75 673 )64EPCA - AREA 8
76 674%;65ALL CITY TFEATRICAL TROUPE

77 67566CHICAGO COmPISSION TRUST A6ARD PRCGRAm AUDIT

78 65465467LANGLAGE ARTS - MANLEY LGC
79 658 C68FOMEVISITINC READING TEAM
84; 670.;69COPPLTER BASED GUIDANCE PROGRAM

81 677 C7.1/CRE EFFECTIVE SCFCCL PERSONNEL UTILIZATION

82 682 :',71PU8LIC ECUCATION PRANCH FACILITIES

83 683683Z72SO"4ER S6I"VING POOL, DEOARTYFNT CF LABOR

84 684 C73SUmMER SkrIVFING PCCL, MODEL CITIES

85 685 040ETTER RCVS Founn. - SEARS AND FARRAGUT CUTPOST

86 686686686Z:75CIST, 19 EILI.CLAL TEACHER CCRP

87 687 :,76F1WILY LIFE EDUCATIGN

88 688 ;77PELL ELEM. PILOT PROJECT FCR HANC. CHILD.

89 689689689j79CARE.ER OPPCRTUNIlY PROGRAM

69J690691:;79CUSAPLE EXEMP. PROGRAM

91 691 e8'..CE". IN CEAF FOUCATION .

92 692 .181SPECIAL ECLCATION PLANNING - GRANT

93 693693693;82CCOP. VOCATICNAL PROG. FOR PHYS. NANO.

94 694694694:83EXP. SCH. CORK EXP. AND CAREER EXP. PRCG.

95 696696 CE4SAFE STREETS ACT
96 69769769ne:ASTATE elLINGtAL
97 698 C74eETTER BOYS FOLNO. - SEARS ANC FARRAGUT CUTpCSTS

98 685 C74CETTER BOYS FOLND. - SEARS AND FARRAGUT CUTPCSTS

99 692 ta9SPECIAL EC. SERVICES CCNT. PRCJ. (SER. FCR LEAF)

leu 688J83EX. SCF. WRK. EXP. ANO CAR. EXP. PRCG. STURGIS EVGC
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111 69B027SOUTFhEST EC. LAP. GRANT PROC.

102 701 C42ADMINISTRATICN TITLE III

113 7e27C27C2n86LT. INN. MED. FOR PUP. WITH COMM. CIS.

104 71373793J67AmER. CULT. ANC ED. SKILLS ANO LRB, IND. VII. CENT.

1)5 7047r$4 088AREA A INSERVICE ED. AND MEN. HEALTH PRC.

136 7C57r:5715.seSCOMPUNITY BILINGUAL CENTERS

107 7067:.67)6t,9.EAST WCODLAWN ACADEMY

108 707717ti91CPERATICN IMPACT
11)9 7387v87a1)92PRE-ALGEBRA DEVELOPMENT CENTERS

110 709 693RES. PRO, FCR EMOTIGN. DISTURBED CHIL.

111 71,J713711(94AREA H.S. PREP CENTERS _ om . mM

112 711 095EXPER. SCHCOLS PLAN. GRANT
113 7127127124:S6CESIGNING SIM. np. FOR ED. EXTENSICN

114 713713,,G7A MULTI -CRAGE hELPING RELATICNSHIP

115 71471:14.,;99COMPUTER-ASSISTEC INSTRUCTION

116 715715715.,:99SPECIAL PRC. IN READING AND LAN.

117 7167167161:,BASIC %CUP. AND SKILL TRAIN. CENTER

116 7187187191.2FIELD EXPERIENCES
119 719719713PROGRAPA/rIC PEALING INSTRLCTICN

72Z72'.j72::1;.4SKILLS TO t-ELP ACC. READ. PRCGRESS

121 7217217211i.5SPECIAL PROC. TO UPGRADE READ.

122 7227227221C6REACING SYSTEMS FCR PRI. LEVELS

123 7237237231:7FORIUNS AFEAC
124 724724 183URE'AN AND RURAL SCHOOLS IICD

125 7257257251C9IND. INST. IN COAT
126 7(.17J11L9FCMEEASE
127 70470411.;CLOSING TFE INTER. ACHIEVEMENT GAP

128 711711111ED. THERAPY THRUUGH PERFCRM. INST.

129 726 184U E R SCFC LS CRRI

13C 727727727113CUTOCOR ECUCATION A:40 CAMPING

131 728 114SOCIAL ACJLSTMENT CENTER

132 729 C28FOLLCW-THROLGH
133 73173073C115PILINCLAL CENTERS TITLE VII

134 731 C28ECLLOs-TFRCUG1
135 732732732116SCHOCL COMA'. IDENTIFICATION

136 733 628EOLLCW-THROLGH
137 734 ^.29ECLLCw-TFRCLGH

138 735735 165U t K SCFCCLS-SPECIAL PROG. IN REAL). ANC LANs

139 736 C29FCLICtv-TF4OLGH
140 737 628FOLLCW-ThROLGH
141 738 028FOLLCW-THRCCGH
142 739 186U & R SCFCCLS - SKILLS-10'4LP ACC. PEAL.

143 740740 187U E R SCHOOLS - sarcIAL PROC. TC LPGRACE READ.

144 741 1880 & R SCR)CLS READING SYSTEMS FCR PRI. SO-CCIS

145 742742 189U E R SCI COLS cutrco(0. ED. AND CAMP.

146 743743 19:U E R SCFOCLS FIELD EXPERIENCES

147 744 117ENRLY LEARN. CENT. EXT. DAY KINDER.

148 74574574511ECHILC-PP.1ENT CENTER
149 746746746119FAMILY LIVING CENTER

150 74774712:CEVELOP. APPROACH TO READ.
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151 748748748121HkALTH SERVICES
152 749749122PHONETIC APP. TO REPED. READ.
153 75:3753123PAkALLELISTIC READING 'WIG.

154 751751124IMP. READ. ACH. THROUGH TFACH. TYPEwRITIKG

155 752752125LEARN. SYS. FOR TUT. IND. CF PATH/READ

156 753753753126mCE. INST. iLABcRATORIES
157 754754127THE LEARNINC CAME
158 755755128IN0. MAT1. INsT,
159 756756756129TESL ON vIHEELS
16Z, 757757 13:CLUSTER CLCSEC-CIRCLIT TELEVISICN
161 755758131CUIDANCE FCR TITLE I ELEM. SCH. PIP.

162 759759132PICRGTEACH. APP. TC TEACHER ED.
163 760761133STAFF CEVEL. FER TITLE I TEACHERS

164 761761 134TITLE I LEAC TEACHERS
165 762762135RESEARCH AND EvALuATION
166 76376313LPUBLIC INFORmATICN CENTER
167 764764764137ACPINSITRATICN - TITLE I

168 7657t5765138INSTRUCTIONAL TEAM SCHCOLS
169
170
171
172

/66 139INST.
767 191U & R

768 128U E R

769 128U & R

LANGLAGE DEVEL.
- PHONETIC APP. TC READ
- STAFF CEVEL. FCR TITLE I TEACHERS
- STAFF CEVEL. FCR TITLE I TEACHERS

173 .77:177077014 ANGEL GUARDIAN ORPHANAGE

174 771 141LYCIA CHILDRENS, HOPE
175 772772772142ST. JCSEPh CARANCOLIT
176 7737737731431OUSE CF ThE G000 SHEPhERD
177 774774774144CHICAGO PARENTAL -8OYS
178 775775775145CHICAGC PARENTAL-GIRLS
179 728728114FAmILY GUICLNCE CEVERS
180 737737(128FDLLCI-THROLGH
181 776776776147MARY BARTELPE NOME
182 777777777148PISSICN CF CO LADY OF MERCY

183 778 149LAwRENCE hALL/RA%CALL HOUSE
184 77977977915_UFLICF CFILDREN HUME
185 781781151CHAPIN HALL
186 782782732152ST. MARY CF PRCVIDE%CE
187 783 1g2U & P PICPCTEACI-, APP. TO TEACHER ED.

188 784784153S'A REGIONAL LAVIRATCRY KINDER. PRCG.

189 785785785154TEST ANC LIBRARY BCCKS
19c 786726786155INSTRUCTIONAL AND A-v MATERIALS

191 787787787156ACMINISTRATIVE - TITLE II

192 788788783157A-V CUCPERATIVE GRANT
193 789789789158SW,RER REACING PROGRAM
194 790 159CIAGNOSIS ANC CONSULT. FUR CEAF & BLIND

195 792 L28FOLLCh-TFRCUGH
196 79379316:.PAP. ANC INF. ED. FCR VISION t HEAR. NANDI.

197 794794161PCLAREN, JACK SC"., KOSCILSKC, SEtARC BILINGUAL CENTER

198 795795795162CFICACC CEAF ANX eLiflo PROJECT

199 796 163CIAC. E CLIr. SER. FOR ELEM. AND H.S. CEAF

200 797 164SPECIAL ED. SERVICES CCNTINUCUS PRCJECT
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CARD
NUMBER

201
202
203
204

CARC *IMAGE

BEST COPY AVAILABLE
261

798 165CEVEL.
739 1S3U E R -
741 154U & R -
766 1S5U C R -

INCICATCKS FOR THE ASSESmENI CF LEARNING (CIAL:
SCI-COL COMM. IOENTIFICATICN
INSTRLCTICNAL TEAM SCHCCLS
CCVLLCP. APP. TO READ.

25 78,78078,149LA'iNRENCE FI=LL /t ANDALL HALL .
2)6 7917q1791146COp.RECTIvE AaD RFMEU. READ. INST.
207 796796163SUPPLEmENT. EC. SERVICE. FCR HANOI.
206 7177177171c1LANGLAGE IN TRANSITION
209 7241661 -0mE VISITING PST. TEAM PROGR.
21' 726167CFNTER FOR ACC. LEARNING
211 729169CEVELCP. OF TEACH. STRATEGIES THRCLGH VICECTAPE
212 731169CIAG.-PRESCvIP. APP. TO MEETING PLP. NEEDS
213 73317:TEACF. REAC. TFLZOLGH DRAMA
214 734171CIAG.-P1ESCRIP. APP. TO REMED. READ.
215 7361721-IGH mCTIVATICN READING PROGRAM
216 730173FIGF mCTIVATIO:Ni READINr.: PROGRAM
217
218
219
22C

74n74U & k SCI-CCLS -
7421S6U E R SCHOOLS -
741197U & R SCI'CCLS
7431S8U & I SCFCCLS

RESOURCr TEACHERS .0 .
GUID. FOR TITLE I ELEM. PUP.
DEV. TEACH. STRATEGIES USE VICEOTAPE.
COmPUTER ASSIST. INST.

221 757175CRIENTATION ANC LANG. DEVEL. CENTERS._
222 766176INLIRECT COST ALLCCATICN
223 767171MINI-GRANT t ITlNG C6N MY COPP. READER._
224 768178PINI-CRANT FRIENC OF TFE RETARCED READER
225 769179mINI-OR4NT I-OLDEN MOTOR COORDINATICN LAB.
226 77E18 EARLY CHILDFCCC EDUCATICN
227 792161FIGF Ir,TENSITY REACING CENTER
228 798182TUT6RIoL CRCPOLT PREVENTION ETHNICITY PRCGRAM
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BEST COPY AVAILABLE
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Attachment #3

262

CARD
NUM8kR *---- CARD IMAGE

73C 1. 11 2R4C1U711 1 1

2 185'1;472 6:.5

3 268:1J971 725 1
4 268::20971 725 1 1 1

5 2613.31171 725 1

6 268.31171 723 11
7 260Y43372 725 1

8 )85L1ti971 745 11 1
9 085'.21171 745 11 1

14.; 185:3u372 745 1.

11 6161--372 613 1
12 419',1:)172 6C11
13 41:f1:172 6,)1 1

14 41)''2')472 64)1

15 289.,11171 697
16 285 2.1972
17 761:11171 697
18 761.21271 686
19 76113)172 6;1
2t. 112:1,1172 6,'.43.

21 699,1Z1971 745 1 1

22 699.'20372 745 1

23 18C..1,0172 7011
24 101. 1.172 6011

01.

25 277..104721
26 263.10971 70G
27 263:21;71 791 1

28 263J31272 638 1 1 1 1

29 263.4:,272 791
31) 274.31)71 757 1 1

31 274'.10971 7CC
32 274,2971 1 1 1 1

33 214:.10172 6)11
34 2151:)172 601
35 210.10971 791 1

36 211.2.971 725 1

37 210...31)71 725 1

38 21.41171 7;.JC 11 1

39 211141171 761 1

40 211.5)372 741
41 2::n1;971 717 1

42 20%21271 717
.1.11

43 0(6: v172 6rle

44 IC,4:1;172 61) 11

45 004.2.1472 6011
46 760.1)971 716 1

47 760'20272 716 1

48 555-10971 638 1 1

49 154121.;71 7L3 1

5C 154131171 731 11 1



CARO
NUMBER *---- CARO IMAGE

51 154141171 7)31 11
52 15415,J272 7y3 1

53 154163272 703 11 1

54 15417)372 7731 11
55 15418,)472 7C3 11 1

56 15418i/472 11 1

57 5551:31171 638
58 122,'L)472 6C5
59 2n4,.7.)372 638
60 20403.-1372 717
61 204:11)71.638 1
62 204.6.)172 717
63 2041/441271 717
64 204.51271 717
65 2C4:,21l71 717
66 2(.)4.31,J71 717
67 271,1%071 7..3f;

68 271t.20971 7%.:C

69 271%31171 7.;0

7t 27131171 715 1

71 149..11'471 710
72 149'..n172 1-C11

73 149(3i372 71C
74 2037..11171 697 1
75 201:.1)971 638
76 638
77 253::1i971 717
78 251.'21271 689 1
79 253:31271 717
8U 253(.4)172 717
81 253.5172 689 1
82 251;'211171 697 1

83 251:,2)172 697
84 246.'1)971 725 11
85 246'11,J971 715
86 246!',1J971 791
87 246.1,971 7,:t2

88 246-21:71 7t,f.

89 246t.31171 638
90 24C31171 725 1

91. 24U31171 lvG

92 24,!,10971 7nC 11
93 24.).:21'.)71 638
94 24J...31..171 731
95 24'J..:41071 rJC 1 1

96 24).:51171 638
97 241,61171 730

98 242;7(4271 725
99 24118:7:271 731

104) 24..g93271 638

263

BEST COPY AVAILABLE.

1

11
1

1

21

1

1
1

1.

1
1

1

1
11 1

1

1

1
1

1

1 1

1 1
1

1 1
1
1 1

1

1
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CARC
NUMBER

101
102
103
114
1n5
106
107
108
109

*---- CARO

23541'..:971

235.T21071
2350)31:71
235'.:41171

235!51171
235::61171
235..7372
235..8)372
235.-9.3372

235'..11A72

IMAGE

7251 1

638
725
725
638
725
725
725 1
638
724 1

1

1

1

111 234.'13472 6nsl
112 124.11171 730 1 1

113 552.A4971 73C 1,

114 552.:21171 73C 11

115 552,21171 689 1

116 227'A:2.272 6881 1

117 8U.LJ971 732 1

118 802:d21171 725 1

119 8Q2J31171 654 11

12C 802.4J172 fr,1

121 8C2.:50372 724

122 802. 6J372 724
123 654'111971 P.J0

124 654:321...:71 725
125 654:31271 7,30

126 654 4)372 724
127 66301A971 717 1

128 661'21271 717
129 66)131172 717

66'J:40172 717
1.31 242:1'4971 791 11

132 242.20971 11

133 242'31171 638
134 242.,41171 725 1

135 242:)5)172 638
136 242.6.)172 7CC 11

137 242'7.'372 740 1

138 2291,1J971 725 1 1

139 2291.21:171 1

140 229'31271 638
141 229.41271
142 229.;50472 700 1

143 225,11971 725 1

144 225..21)71 7CJ 11

145 225 31171 628
146 225,31171 638
147 225,31171 7211 1 1 1

148 225'31171 725 11

149 225.4)372 725 11

1W 225.;40372 761 1

IMP

BEST COPY AVIII1ABLE

264

I I sid.d. r

1

1

1

31.

1 1



jorigio.t. 0..tawlibm 4166141101%....I. hug Am Nola d Alike .r. is I I .111111M r illI60611111.1

CARD
NUMBER

151
152
153
154

*---- CARO IMAGE

284)10971 791 1

284::1971 761 1
284.:10971 719 11
284,10971 'MC

155 284..2101 721 1 1.
156 284.31171 721 1 11
157 284:31171 761 1

158 284:31171 7911 1 1 11
159 284211471 791 1 1

16U 284221171 791 1 11
161 274,41271 653 1

162 274;41271
163 274)41271 699 1

164 274 )41271 725
165 274.5C;372 725 1.

166 274* 57372 791 1

167 274..50372 689
168 274:50372 653 1

169 274f.5.)372 7t:0

17u 125q10172 6C1
171 258410172 6U1

265

BEST COPY AVAILABkE

1.



Attachment #4

266

Mail Run
#65

BEST COPY AVAILABLE

Mr. James G. Moffe;
Assistant Superintendent
Government Funded Programs
Board of Education, City of Chicago
228 North LaSalle Street, Room 1130
Chicago, Illinois 60601

Each time you use Guide to Program Audit, please complete this card and mail to address on
reverse side.

Did you find the answer to your question or concern in this handbook? Yes No

If yes, please write your question in the If no, what should be included in this handbook to
space provided. make it more useful.

If you found the answer in the hand-
book, please note the page number.
Page No.

Please check if additional cards are needed.
Mailing address:



Attachment 1t5
A GUIDE TO PROGRAM AUDIT 267

Evaluation QuestionnairftsT
COPY

Six months ago you were sent a copy of A Guide to Program Audit, a publication prepared by
the Department of Government Funded Programs. Now that you have probably had the opportunity
to become familiar with the guide on program audit procedures, we would appreciate your
comments regarding its usefulness and content and any suggestions that you feel would improve
the manual .

Place a check in the appropriate space for each item.

I. Determining the role of the
auditor during a school
Visit.

Determining if a program is
being conducted according
to guidelines as planned

3. Determining the function of
a program audit.

BECAUSE OF THE GUIDE
I am able to approach this I can see immediate practi-
task more effectively. cal application.

About Does not About Does not
Yes Same No Apply Yes Same No Apply

,111=1,

!al

M111111010 IMMNIIMMMD

.111 1111=INEM

Has the guide changed your conception of program audit? Yes No

How often have you the guide in the past six months?

6. How would you rate the quality of this guide? Superior Good Fair

7. Which section has been most useful to you? Section # Why?

8. Which section has been least useful to you? Section # Why?

Additional comments or suggestions:


